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4 = standard typewriter gives you 


“RESPONSE-O-MATIC”’ 
ACTION 


An exclusive feature on the 
Smith-Corona ‘*‘Eighty- 
Eight,” Response-O-Matic 
Action gives a touch un- 
matched by any other make. 
Other exclusive features: 

Instant-Set Margins... most 
natural system ever devised. 
Amazing Page Gage... lets 
you set a “bottom margin.” 
Customstyled Keyboard .. . 
for faster, easier typing. 

Ask a Smith-Corona repre- 
sentative fora demonstration. 
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of stamps -- again! 
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Gets the mail--and 
me--out on time! 


Now every office can have one! 


Today even your smallest branch office 
can have a postage meter...and get rid of 
adhesive stamps and lick-and-stick mailing 
—for good! And you can get complete 
postage control through your organization. 

The desk-model postage meter, the DM, 
is easy to use. Insert the envelope, dial the 
amount of postage you need, press the 
lever—and the letter‘ is stamped and post- 
marked. Handles any kind of mail includ- 
ing parcel post. With every meter stamp, 
you can print your own small ad, if 
you want one. And there’s a 
moistener for sealing envelopes. 

Metered mail doesn’t have 
to be cancelled in the 


Electric model 
for large mailers 
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Offices in 94 cities 
in the U.S. and Canada 


postoffice, can get on its way faster. 

Postage in the meter is protected from 
loss, damage, theft...and automatically 
accounted for. 

You no longer have to send out a lot 
of mail to be a meter-user. One DM 
user in three spends less than $1 a day for 
postage! 

There’s a.meter model, hand or 
electric, for every office, Ask 
the nearest PB office to show 
you. Or send coupon for free 
illustrated booklet. 


FREE: Handy desk or wall chart 
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Keep hot sales leads 





VERIFAX COPYING LETS YOU RUSH COPIES TO SALESMEN IN NEXT MAIL 


Minutes after a sales inquiry (or 
other item) hits your desk you can 
have Verifax copies on their way to 
your salesmen and other key men. 
(5 copies can be made in 1 minute 
for just 24%¢ each.) This shortcutends 
the delays that lose so many sales. 
Verifax Copying cuts dictation 
and typing on job after job—it can 


Price quoted subject to 


pay for itself the very first month! 


Free—new Don Herold booklet. Famous 
humorist offers laughs—and work-saving tips 
—for bosses and secretaries on every page. 
How to end “quoting” habit - How to do 
“all-day” retyping jobs in 20 minutes « 
How to make an offset master in 1 minute. 
Mail coupon. Or call Verifax dealer, listed 
in “yellow pages” under photocopying. 


[erifax Copying 


DOES MORE—COSTS LESS—MISSES NOTHING 


change without notice. 





PET 
MAIL COUPON TODAY-—————— *.4.... | 
EASTMAN KODAK CO., Business Photo Methods Div. 213-7 VERA 
343 State Street, Rochester 4, N. Y. te 
Gentlemen: Please send free copy of Don Herold’s See, 
new booklet “How I Learned the Verifax of Life.” 
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ONLY $148... . Kodak’s 
new Verifax Signet Copier 
makes 5 copies in 1 min- 
ute for just 24%2¢ each. 
Thousands in use. 
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PEOPLE 

Are the Key to 
Successful 
Systems 


LESLIE H. MATTHIES, Chief, 
Engineering Administrative 
Services, Hallamore Electronics, 
Anaheim, Calif. 

General Chairman, 

1957 International Systems 
Meeting, Los Angeles 


OW, THIS VERY MINUTE, 
N thousands of engineers in all parts 
of the world are struggling to develop 
and perfect a robot that can guide an 
unmanned bomber across continents 
and crash it down on the citadel of the 
enemy. We pour billions of dollars into 
the research so that we may develop a 
robot pilot—a machine that can only 
do what any trained human pilot can 
do without any particular strain. 

The more we try to design thinking 
machines that will do what people can 
do, the more we become aware of how 
wonderful people really are. Nowhere 
is this more apparent than in the sys- 
tems and procedures profession. Al- 
most every systems engineer has 
learned by experience that people—not 
machines, not forms, not procedures, 


but people 
system. 

People: a man and a woman. 

Sometimes we think that the plan is 
the main thing. We say, “Give me a 
well engineered plan and things will 
spin.” A good plan is important, but 
alone a plan is just ink smeared on 
paper. 

For example, let’s say that in a cer- 
tain company the purchasing system is 
a mess. It is slow, cumbersome and 
expensive. 

Yes, you or I could go into that com- 
pany and inside of about 30 days we 
could make a survey, design a better 
system, slam through the installation 
phase, and wham everything works 
like a charm! No doubt the boss would 
be delighted to pay the bill we pre-- 
sented. 

Have you ever tried that? If you did 
try it, did things work out like a charm? 
No? Well, things didn’t work so well, 
for me either, the time I followed 
the path of the efficiency expert. My 
efficiency system kicked me in the face, 
too. 

I realized later that I had been a 
wisenheimer in my attitude and my 
approach. And what a fall! How that 
system fell apart! How it completely 
failed and was finally thrown out—as I 
slunk out the back door. 

We learn, after awhile, what makes 
our 30-day-wonder systems fail. They 
failed because they fell down com- 
pletely in the job of shaping human 
motivation. The man and the woman 
who had to make my system work 
didn’t care whether it worked or not. 
Why should they? 

Yes, I had a fine set of forms, a 
special new machine, new procedures— 


play the key role in any 
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but I still flopped because people are 
the key to the success of any system. 
People—not forms, not machines, not 
procedures—but people. 

I really needed 90 days, 120 days, or 
more, to do the job right. People can’t 
be rushed. Confidence and enthusiasm 
can’t be turned on or off like a faucet. 
How do we tap human intelligence, 
human enthusiasm? 

There’s only one way. Make systems 
work a partnership. Design a system 
with the people who will operate that 
system. Work together during survey, 
during analysis, and during proposal. 

We can draw these three basic con- 
clusions from our experience: 

1. A GOOD systems plan, without 
human motivation, will FAIL. 

2. A mediocre systems plan, with 
human motivation, will work. People 
will make the goofy mess WORK. 

3. A GOOD systems plan, WITH 
human motivation, is a WORLD- 
BEATER! 

Well, if human motivation is that im- 
portant, how can we be sure we have 
it working with us, and not against us? 
How can we tap the power of human 
intelligence? 

Here are some ways to get a man 
going along with you: - 

. Ask him questions. 
. Ask him for suggestions. 

3. Give him credit. 

4. Consider his suggestions. Take a 
little time. : 

5. Incorporate his suggestions. 

6. Yield on minor points. 

7. Give a man what he thinks he 
needs to do his work. 

8. Don’t surprise him with a com- 
plete plan. Develop the plan with him. 
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A. Devaney, Inc., N. Y. 
Don’t be blinded by “efficiency” and “cost- 
cutting” thinking. 

9. Put his name on it. 

10. Compliment the good work he 
has done. (Sincerely, without flattery. ) 

11. Be patient. Check and re-check 
with him. 

12. Don’t get overwhelmed by 
“efficiency” and “cost cutting” thinking. 

13. Avoid criticism of the old sys- 
tem. You might be talking to the fellow 
who designed it. 

14. Get the boss to agree that no- 
body gets hurt, fired or laid off as a 
result of improvements. 

15. Go on record about good work 
people have done. 

16. Get one or two things done for 
him now—pick on easy ones. 

17. Be for him, and he’ll be for you. 

18. Help him straighten out little 
frustrations, even if it isn’t a part of 
your survey. 

19, Don’t get mad or blow your top, 
ever. 

20. Drop all 
authorship. 

21. Return any rudeness with cour- 


tesy and understanding. 
ae 


pride of your own 


. Keep a leash on your own preju- 


dices. You may not like inspectors, 
auditors, engineers or salesmen — but 
they are all people and the most im- 
portant part of your system. 





The Psychiatrist in Business 


HARRY LEVINSON, Ph.D. 

USINESS EXECUTIVES and labor 

leaders who were contacted in the 
course of the Menninger Foundation 
Survey of Industrial Mental Health* in- 
variably raised questions such as: What, 
specifically, can psychiatrists do in a 
business organization? What can they 
accomplish that is not already being 
done just as. well by others? 

There are no pat answers. But this 
sampling of the activities of two phy- 
sicians is probably a fair representa- 
tion of what psychiatrists in business 
can do and what specific gains can be 
expected. 

Dr. Walter D. Woodward has, since 
1947, been psychiatrist for American 
Cyanamid Co., a vigorous chemical 
firm with 40-odd plants dispersed wide- 
ly from its New York headquarters 
across the United States and Canada. 
Dr. Ralph T. Collins has served since 
1946 on the medical staff of Eastman 
Kodak Co. which, in contrast, is a long 
established and geographically cen- 
tralized organization at Rochester, 
N. Y. Their companies, for all that 
they differ in age, products, and organi- 
zations, have a common belief in the 
need for good medical services. To 
both firms, a well-rounded medical de- 
partment automatically includes psy- 
chiatry. 

Main office for Cyanamid and its 
subsidiaries is at 30 Rockefeller Plaza, 
New York, around the corner from 
Radio City Music Hall. On the 59th 


*The Menninger Foundation, Topeka, Kans., is a 
noti-profit center for research, professional educa 
tion, treatment and prevention in psychiatry. This 
article is reprinted from The Menninger Quarterly. 


floor is company medical headquarters. 
This modern, well appointed facility, 
better equipped than most small com- 
munity hospitals, is only home base 
for Walter Woodward. His work takes 
him to all of the Cyanamid plants. 

Dr. Woodward spends about a third 
of his time treating the emotional prob- 
lems of Cyanamid employees. Of neces- 
sity, his work is limited to examination 
and brief psychotherapy. For more in- 
tensive treatment, the employee-patient 
is referred to psychiatrists. 
Eighty per cent of the cost of such 
treatment, up to a maximum of $10,000 
in any one year, is borne by the em- 
ployee’s health insurance. 

Employees in need of psychiatric 
help may be referred to Dr. Woodward 
by a plant physician or, if they live 
in the New York area, they may come 
of their own accord. Some 75% of the 
people he treats are self-referrals. More 
important, many are early self-referrals. 
The psychiatrist in private practice 
traditionally complains that his patients 
all too often seek his help only after 
their illnesses have become so severe 
they can no longer put off treatment. 
At Cyanamid, Dr. Woodward is so ac- 
cessible that employees often visit him 
voluntarily to learn if they need his 
professional help. In his judgment, 
early self-referral greatly enhances the 
effectiveness of brief psychotherapy. 
Too, early self-referral is an index of 
the employees’ confidence in the psy- 
chiatric and medical service available to 
them. 

Generally speaking, the employees 
he sees are highly successful persons 


outside 
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troubled by neurotic problems. These 
problems frequently cause frictions at 
home which, in turn, have their effects 
on the employees’ work performances. 

Take the complaint of the junior ex- 
ecutive who came to Dr. Woodward 
because, he said, his wife was sick. In 
great detail the employee described his 
wife’s constant anger, her petty nag- 
ging, and her uncooperativeness. Life 
at home, as he described it, was tense 
and harsh. For all this the young man 
felt no responsibility, nor did he care 
whether the marriage continued. 

As the man blandly let his marital 
ship drift toward ultimate destruction, 
Dr. Woodward didn’t argue. Instead, 
with an occasional question, he at- 


tempted to help the man learn why 
such things were happening and what 
the man’s relationship to the situation 


was. The doctor then suggested that 
the wife come to visit him so that per- 
haps he could help her obtain treat- 
ment. 


The emotional 
problems of work- 
ers, which cause 
difficulties on the 
job, often arise 
outside the office. 
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She came, just as angry and aggres- 
sive as her husband had said she was. 
She agreed that she needed psychiatric 
help, but she would accept it only on 
one condition: that her husband simul- 
taneously obtain treatment. The hus- 
band agreed to this and in a few weeks 
of treatment he came to see that, while 
his wife was sick, he too was respon- 
sible for their difficulties, since his own 
behavior at home was neither healthy 
nor normal. “She’s sick,” he said, “but 
I don’t think she would have been if I 
had been decent. 

The marriage is now on a sound 
basis, and both Cyanamid and the em- 
ployee have gained from this new-found 
family stability. 

When, as happens in every large or- 
ganization, an employee develops a psy- 
chiatric illness severe enough to require 
hospitalization, the company is in a 
good position to help him when he re- 
covers and returns. Cyanamid begins 
the rehabilitation process the moment 


H. Armstrong Roberts 
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SPACEFINDERS.. 




















See how girl uses time- 
saving pull-out door as work shelf. She sees thousands 
of side tabs instantly—clearly visible, readily accessi- 
ble (highest shelf is only 5’6’). Note handsome mod- 
ern design, neat appearance when doors are closed. 














pay for themselves once a year — 


every day! 


by saving you TIME, SPACE and MONEY 


HOW SPACEFINDERS SAVE TIME 
Clerks save the price of each Spacefinder once a year in time gained by faster filing and 
finding. This has been proven again and again in actual operation, and is the result of 
unparalleled visibility and accessibility achieved by modern Spacefinder design. 


SAVE SPACE 


Spacefinder gives you 204 

visible, accessible filing 

inches — enough to hold 

a stack of correspondence ~* 

17 feet high! Compare this to the available 
20 to 24 inches per drawer of typical drawer 
files. With Spacefinders you can file up to 
50% more in the same space. 


SAVE MONEY 
SPACEFINDERS COST LESS TO BEGIN WITH 
because you need fewer units to do the job. 


YOU SAVE INITIAL COST EACH YEAR in cler- 
ical time saved. 


YOU SAVE ON RENT because Spacefinders 
file more papers in less space than drawer 
files. 


PARTITION YOUR OFFICE — At one low 
cost, you combine Spacefinder filing ca- 
pacity, adjacent to work areas, with ex- 
cellent partitioning. fF 


ACEFINDERS — with 
three compartments each, provide ample 
filing facility on each side. 

( ] 


SIXTEEN MODELS — Choose units best 
suited to your requirements from 14 let- 
ter and legal sizes (2 to 8 compartments) 
plus X-ray film file and 
large document cabinet. 








TAB PRODUCTS CO. 
995 Market St., San Francisco 3 
At no obligation, please send Spacefinder brochure. 
NAME 

TITLE 

COMPANY 

ADDRESS - 
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A. Devaney, Inc., N. Y. 

Emotional problems affect the worker, her 

associates and the company. The super- 

visor must do something when he comes 
across a suspected problem. 


one of its employees enters the hos- 


pital. Dr. Woodward keeps in contact 
with the psychiatrist concerned and re- 
ceives the hospital’s written reports on 
the patient’s progress. When the patient 
is nearly ready to leave the hospital, 


his psychiatrist and Dr. Woodward dis- 
cuss his job and the working atmos- 
phere most conducive to his rehabilita- 
tion. Dr. Woodward then confers with 
and advises the employee’s supervisor. 
When the employee returns to work, 
he is interviewed by Dr. Woodward 
who indicates that the employee may 
see him for help any time the need is 
felt and who follows up the employee’s 
progress at frequent intervals. 

In addition to providing treatment to 
employees, Dr. Woodward spends two- 
thirds of his time in preventive work. 
This aspect of his activities can be di- 
vided into three broad phases. 

One phase includes visits by him to 


the medical officers in each of the more 
than 40 company plants. They are psy- 
chiatrically and capable of 
handling most of the minor emotional 
problems that arise in their plants. Dr. 
Woodward consults and advises them, 
helps them arrange for the services of 
local psychiatrists when necessary, and, 
more informally, serves as a sort of 
“catalyzer” of psychiatric interest and 
practice among the Cyanamid medical 
services. 


oriented 


A second carried on in- 
formally with Cyanamid executives. 
Often they consult him about mana- 
gerial problems: Should a man who is 
having difficulty with his fellow em- 
ployees in his present job be reassigned? 
If so, what would be the most mutually 
profitable assignment? How can the 
reorganization of a department be 
handled so as not to threaten or arouse 
anxiety in the people concerned? What 
is the best way for a supervisor to help 
a man whose work is beginning to suf- 
fer because of prolonged worry about 


phase is 


a difficult situation at home? 

As an example, here is a 
agerial problem which occurred in a 
rapidly expanding Cyanamid plant. 
Because of the expansion, many young 
men were supervising older men who 
had with the company longer. 
The young supervisors were capable, 
but they were sensitive about having 
old-timers. The older 
men were annoyed. They muttered un- 
flattering comments and were unco- 
operative, slow and late to work. Pro- 
duction suffered. 

Individually and in groups, the young 
supervisors discussed the problem with 
Dr. Woodward. What were they to do 


man- 


been 


by-passed the 
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THE GIANT STEP FORWARD IN 


How a large 
manufacturer 
will process 
complete 
production 
schedules 
in 1 hour a day! 


| 


Here’s why a manufacturer chose this 
new Electronic Data Processing System: 


The DATAmatic 1000 will compute 
and integrate production schedules and 
maintain inventory records for 100,000- 
unit weekly output (involving 8,000 basic 
types of devices and 15,000 part numbers) 
... compute payroll for 14,200 employees 
... perform labor distribution accounting 
for 8,000 production workers. Complete 
production schedules will be processed in 
less than 1 hour a day! 


It’s this kind of performance that sells 
modern business — such as this manufac- 
turer, a leading bank, a hospital-medical 
service association — on the DATAmatic 
1000. They know that this is the system 
designed specifically for business. All ele- 


BUSINESS DATA PROCESSING 





ments of the DATAmatic 1000 — process- 
ing speeds, file capacity, reliability, ease 
of programming — are perfectly com- 
bined for handling an almost limitless 
variety of large-scale operations. 


Your organization may well find the 
DAT Amatic 1000 ideal for cutting the 
costs of office processing work ... and for 
providing management with accurate, up- 
to-the-minute reports on which to base daily 
decisions. Courses of instruction and pro- 
gramming are now available to help you de- 
termine its merits. If you are considering 
any large-scale data processing program, 
you will want to investigate the DAT A- 
matic 1000. Our applications engineers will 
be glad to discuss it with you in detail. 


DATAGavic 


CORPORATION 
151 Needham St. « Newton Highlands 61 Massachusetts 


ave IO) 








A-B-DICK Mimeographs 


...for the easiest, fastest way 
you ever saw to get all 
kinds of beautiful copies 


MODEL 438—Heavy-duty power-driven model. Fullream 
feed (500 sheets). Choice of paste or fluid ink cylinder. 
Hand operated Model 433 also available. 


MODEL 418—Fully electric operation at a price you'd 
expect to pay for hand operated equipment. Choice of 
paste or fluid ink. Hand operated Model 416 also avail- 
able. 


WITH NEW CLEANLINESS—Ali cylinders completely 
enclosed. Automatic ink distribution system does away 
with hand brushing on even the lowest priced models. 

Quick clean color change. Inexpensive, easy-out, easy- 
in cylinders. 


NEW EASE OF OPERATION—Completely new feed- 
ing system virtually guarantees 100% perfect feeding in- 
cluding unevenly cut paper, ream ends, post cards or 
lightweight paper. 

Completely automatic inking with either paste or fluid 
ink. One inking can produce up to 20,000 perfect copies 
without manipulation of dials or levers. 

All operating instructions on decals are permanently 
mounted on the machines with all controls clearly iden- 
tified. 


NEW COPY QUALITY—With fluid ink cylinder, you 
can use the new fast-drying inks that eliminate show- 
through and set-off—give you smudge-free copies on 
top-quality hard surface papers. 

New electronic stencils let you mimeograph complex 
illustrations and ruled forms—even remarkable facsimiles 
of halftones. 

... A.B. Dick mimeograph products are for use with 
all makes of suitable stencil duplicating equipment. 


A-B-DICK 


DUPLICATING PRODUCTS 
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A. B. Dick Company, 5700 Touhy Avenue, Chicago 31, Illinois 
MAIL COUPON Dept. 0-77 
FOR MORE Please send me more information about your new models of mimeo- 
INFORMATION graph machines with the new feed that guards against waste. 


Name____ : eee | eee 


cts 


PS (cle Melale lm Oli oliver: Lure] 
t s in the ass 


Organization 
Address___ Z 


City a 
For More Information Circle No. 369 
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-a flip of the switch 
...a press of the button 


LOOK, 
NO HANDS 








Auto-typist eliminates routine typing 
and dictation .. . by automation 


Auto-typist is the answer to handling vol- 
ume routine correspondence. It cuts costs 
... one average typist can produce as 
many as 125 letters a day on one Auto- 
typist, AND, she can operate four machines 
at a time! 

Precomposed letters or paragraphs are 
perforated on a record “memory” roll, 
which will store 250 lines of copy. Letters 
or paragraphs are numbered to correspond 
with the push-buttons, then Auto-typist 
automatically picks them out in proper 
order, and types them perfectly! Manual 
insertions can be made at any time. Auto- 
typist will save you money . . . write for 
free booklet. 


AMERICAN AUTOMATIC TYPEWRITER CO. 
2323 N. Pulaski Rd., Chicago 39, Ill. 


Avito-tyPist 


For More Information Circle No. 315 
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about old-timers breaking the rules and 
being disrespectful? This led to talking 


| about the young men’s feelings of guilt, 


and their tendency to relieve that guilt 
by permitting the older men a degree 
of freedom which was unrealistic. 

Following their discussions with the 
doctor, they had a heart-to-heart talk 
with the old-timers. They said, in ef- 
fect, “We know it irritates you to be 
supervised by young men after your 
long years here, but that is the situation 
and we all have to live with it. What 
you have been doing is wrong, and we 
have been wrong in letting you get 
away with it.” Old-timers and super- 
visors alike settled down to their work, 
and production recovered. 

Similar human problems occur fre- 
quently and often are brought to the 
doctor at coffee or lunch for illumina- 
tion from a _ psychiatric perspective. 
There is nothing formal or official about 
these consultations, for to formalize 
and ritualize such relationships would 
tend to cut them off. Many people are 
reluctant to ask a psychiatrist for a for- 
mal opinion on a matter which, while 
troublesome, doesn’t seem that impor- 
tant. Dr. Woodward prefers it that 
way because there is no waiting until 
the executive’s problem becomes a 
problem. 

The third phase of Doctor Wood- 
ward’s preventive efforts is education, 
both within and outside the company 
which encourages and supports him in 
this. He lectures at the Cornell Medi- 
cal School, supervises Cornell indus- 
trial psychiatry trainees who come to 
Cyanamid for clinical experience in an 
industrial situation and speaks to a wide . 
variety of groups ranging from indus- 
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trial physicians to labor leaders. 

Dr. Ralph Collins provides brief psy- 
chotherapy for 4 limited number of 
troubled employees referred through 
other physicians in the medical depart- 
ment of Eastman Kodak Co. Eastman 
employees who need more intensive 
treatment by outside psychiatrists are 
protected—like those of Cyanamid— 
by major medical insurance which cov- 
ers a substantial part of the cost. 

However, Doctors Woodward and 
Collins approach their work with quite 
different emphases, partly because their 
companies’ needs are different and 
partly because there are no definitive 
models for the work of an industrial 
psychiatrist. 

Dr. Collins works for Eastman half- 
time and spends the other half in pri- 
vate practice. This arrangement is a 
deliberate one because Dr. Collins feels 
it important to maintain the point of 
view of the practicing psychiatrist in 
the community, as well as that of the 
psychiatrist in the industrial organiza- 
tion. In Dr. Collins’ experience, 90% 
of the workers’ emotional problems 
which cause difficulty on the job arise 
outside the plant. Nevertheless, they 
do cause frictions within the organiza- 
tion, and give rise to accidents, absen- 
teeism, morale problems, personality 
clashes, and other inefficiencies which 
are costly to both worker and manage- 
ment. Thus, they are the concern of 


| management and the medical depart- 
| ment. 


A good example of this is the case 


| of employee J. B. As he recounted 


his troubles to Dr. Collins, he slumped 


| wearily in his chair. His head had been 
| aching for some weeks now, he said. It 
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throbbed so he couldn’t sleep nights. 
His previous visits to the medical de- 
partment hadn’t been of much help, he 
complained. Now, to make matters 
worse, he felt his supervisor was pick- 
ing on him, so he was constantly tense 
by day and sleepless by night. 

He had come back to the medical 
department to get a medical order for 
a transfer to a different job away from 
his troublesome boss. Then, perhaps, 
his lack of sleep would not interfere 
so much with his work. The doctor 
had told him he seemed to have a 
heavy emotional problem and suggested 
that, before any decision was made, it 
might, be worthwhile for him to discuss 
his problem with Dr. Collins. 

Patiently, Dr. Collins encouraged the 
employee to talk, asking a judicious 


question now and then. The supervisor, 
had been a pretty good man for the 
several years he had known him, the 
worker said. It was only when his pro- 
duction started to slip that the super- 
visor began to ask him what the trouble 
was. But the supervisor couldn’t know 
what it was to be without sleep! And 
those headaches! 

How were things at home? Well, a 
widower with a keen sense of responsi- 
bility for a 15-year-old son didn’t have 
it easy. He worked hard to support 
the boy, but there were many things 
he couldn’t afford for him—a nicer 
apartment, for example. Now that the 
boy was beginning to bring chums and 
dates home, the father was embarrassed 
that their home was so humble. To add 
to his misery, the woman with whom 
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Electric typewriters, comput- 
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machines are super-safe on 
the sturdy, heavy-duty Con- 
solett stand. Operators like its 
roomy top, enclosed privacy, 
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he had been going for some months 
was about to move to another com- 
munity to care for her sick father. With 
the recital of each new burden, J. B. 
slumped lower in his chair. “I guess 
I've got plenty of headaches,” he 
sighed. 

With help, the employee began to see 
dimly that his physical headaches were 
related to his mental “headaches.” As 
Dr. Collins helped him bring his feel- 
ings out into the open, his tone became 
less agitated. Finally, through the ven- 
tilation of his underlying conflicts, he 
came to see that these were the sources 
of his difficulty on the job. He decided 
to go back to his section and try it 
again. Dr. Collins made another ap- 
pointment to see him in two weeks. 

Not many months later, the man 
was still working in the same section. 
| His production was back to its previous 
| high level and, except for an occasional 
headache when he is under severe 
'stress, he was free of his pains and 
| sleeplessness. 
| Prevention is the major concern of 
| Dr. Collins. His main emphasis at East- 
/man Kodak is on developing the first 
line of supervision as the first line of 
psychiatric defense. It is his thesis that 
if the first-line supervisors can be 
trained to detect emotional problems, 
they can often avert more serious dif- 
ficulty. 





To put this thesis into practice, Dr. 
Collins serves as consultant and ad- 
visor to the Eastman Kodak training 
department which conducts seminars in 
human relations for those who, in turn, 
train the supervisors. With film-strips, 
group discussions, role playing, and 
other techniques, the training depart- 
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ment seeks to convey an understanding 
of human problems. on a_ practical, 
everyday level. Films provide a good 
starting point as they deal graphically 
with familiar feelings. They are sup- 
plemented by booklets and charts which 
summarize the major points. 

While many companies have estab- 
lished human relations training for 
supervisors, these often have been criti- 
cized as ineffectual. There are two ma- 
jor differences between the usual pro- 
grams and that of Eastman Kodak. 
First, because he is an experienced 
psychiatrist, Dr. Collins is profession- 
ally equipped to discuss emotional prob- 
lems and teach an understanding of 
them. In other companies, such teach- 
ing is all too often done by people 
whose only knowledge of human moti- 
vation and frustration comes from book 





VOLUME 
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or theory. Second, Dr. Collins follows 
up by teaching, not only the training 
staff but, dispensary nurses and persons 
in industrial relations, personnel, and 
other administrative departments, how 
to utilize this knowledge in their work 
with employees. 

Understanding “why” isn’t enough. 
Because there are three facets to an 
emotional. problem on the job—its ef- 
fect on the man, on his associates, and 
on the company—the supervisor must 
do something when he comes across 
a suspected problem. He must talk to 
the person concerned to learn the de- 
gree and nature of the problem. Per- 
haps he will need to refer the employee 
to the medical department or the em- 
ployee relations department. In all 
events, he will have to be especially 
aware of the limitations of his first-aid 
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role and the danger of treading in areas 
which are rightfully the responsibility 
of the psychiatrist or the psychiatrically- 
oriented industrial physician. These are 
areas about which persons without 
clinical experience can hardly begin to 
teach. 

Take, for instance, the case of an 
Eastman Kodak employee who had 
done well over a long period of years, 
then became unable to concentrate, 


| made mistakes, let his production fall 
| off. His supervisor recognized that the 
| lowered level of his production was not 


typical and called him aside for a talk. 

“You seem preoccupied, unhappy,” 
the supervisor told him. “Is anything 
wrong?” The worker said he didn’t 
know. He just couldn’t seem to con- 
centrate. He was worried, didn’t sleep 
well, awoke early, and had little ap- 
petite. He was irritable with his wife 
and his children. 

“Is anything physically wrong,” the 
supervisor inquired. No, his doctor had 
examined him and said he was physic- 


| ally all right. Well, quite obviously he 


had been pretty miserable the last few 
weeks. And he didn’t think anyone 
wanted to be that uncomfortable. “Did 
the worker want help?” Yes, but 
where? 


The supervisor was able to call the 


| medical department and make an ap- 


pointment for the worker. Chief among 
Dr. Collins’ allies at Eastman Kodak, 
in addition to the supervisors and his 
own medical colleagues, are the visiting 
nurses who go into the employees’ 


| homes to help when they are sick, and 
| the dispensary nurses who often see 
| emotional problems first. 


Part of Dr. 
Collins’ job is to provide the nurses 
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with psychiatric orientation and consult 
with them on some of the problems 
with which they must deal. 

The work of the psychiatrist in busi- 
ness is to help create within the or- 
ganization a climate conducive to the 
personal growth, satisfaction, and well- 
being of worker and executive alike. 
Because of his special skills and insight, 
he is often able to find and alleviate 
trouble spots and to help troubled peo- 
ple before these lead to further in- 
efficiency, dissension and illness. 
Through educational activities, he is 
able to share his professional under- 
standing of human motivation with 
others in the company. And, as an in- 
tegral part of the company medical de- 
partment, he is readily available to both 
management and employees, and com- 
mands from them the confidence and 
trust accorded to physicians. These fac- 
tors combine to give him a special use- 
fulness in business. 











“I haven’t the heart to tell him the 
office picnic isn’t until tomorrow.” 
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when buying cuts costs sufficiently to war- 
rant the required investment for a par- 
ticular piece of equipment. 


DIGITAL CALCULATING MACHINES by 6G. A. 
Montgomerie. D, Van Nostrand Co., Princeton, 
N. J., 262 pp., $6.75. 

An interesting and informative work 
which begins by explaining the workings 
of the various types of common desk 
adding and calculating machines, and then 
punched card machines. Since this takes 
three-quarters of the book, one realizes 
that there is not too much new to be 
learned about electronic computers once 
we understand the machines which pre- 
ceded them. 


THE WORRY-GO-ROUND. Connecticut 
Life Insurance Co., Hartford, Conn., 
Free. 


Mutual 
20 pp. 


To help you understand how uncon- 
trolled emotions can ruin your health. 
Most of us could profit by reading this 


#MT4 
CONFIDENTIAL MAP FILE 


Easiest way to file and find maps, 
blueprints, tracings. Quality metal 
cabinet file with locking doors. 
112 tilting tubes handle 60” prints. 
Tubes indexed for quick location. 
Shipped from stock. 
Patent No. 1610368. Other Patents Pending. 
SCOTT-RICE CO., 610 §. Main, Tulsa 3, Okla 
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brief booklet 
others. 
organs. 


and 
Material is 


passing it along to 
available for house 


SAFETY !N NUMBERS. Handwriting Foundation, 
1426 G St., N.W., Washington 5, D. C., 16 pp. 
Free. 

The third in a series designed to get 
people to write legibly, this booklet deals 
with numerals, their derivation and the 
horrible consequences of their being mis- 
read. 


RECORDS RETENTION AND 
trollership Foundation, 2 
York 16, 456 pp., $7.50. 


CONTROL, 
Park Ave., 


Con- 
New 


Case studies of 13 corporations. Tells 
how to appraise records in order to de- 
stroy unneeded ones and store the re- 
mainder in a central file. Includes develop- 
ment of retention schedules, and estab- 
lishing, equipping and administering of a 
records center. Over 100 pages of forms, 
charts and photos. 


Eliminate 


Dangerous, 
Messy 
Wires 


ee 


Use ELECTRIDUCT 


New Over-the-Floor Extension Cord 
Safe, Stumbleproof, Unobstructive 
in Lengths of 4, 5, 6 and 10 ft. Also Spe- 
cial Lengths, No Installation Necessary. 
Write for FREE Circular O-ED57 


CMG INDUSTRIES * IDEAS, INC. 
615 South 2nd St., Laramie, Wyoming 
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CAN CHARACTER TRAITS BE 
ASCERTAINED FROM A PERSON'S 
HANDWRITING ? 

Why Is Grapho Analysis Used Confidentially? 


FICE, readers just like you got the 

answer to both of these provoking 
questions. Grapho analysis — handwrit- 
ing analysis—-CAN AND DOES help 
pick help, make business decisions 
easier — based on scientific fact. Big 
corporations and small businesses alike 
have used grapho analysis for more 
than 25 years. It is tested, proven, a 
profession where men and women earn 
$75 for as little as an hour’s work. 


IE the March 1957, issue of THE OF- 


YOU may have personnel problems, un- 
happy help, trouble fitting the right em- 
ployee into the right spot. Grapho 
analysis will help solve your office prob- 
lems, NOW. Get the whole story. YOU 
CAN PICK 98%ERS has been widely 
endorsed, reviewed, because it tells a 
powerful story of how grapho analysis 
answers the most puzzling office wor- 
ries. Get your copy now and join other 
firms from coast to coast who are using 
grapho analysis! 


Scores of Firms Have Already Inquired! 


Mr. Bunker's article in the March, 1957, issue of THE OFFICE has brought us scores 
of inquiries from America’s leading corporations. Personnel Managers, Corporate Officers, 
Credit Executives, Office Managers, all eager to get YOU CAN PICK 98%ERS, find out 


more about grapho analysis. 


DECEIT, GREED, A CRIMINAL? 


oclderdd, 


Specimen No. 1 


LOYAL, HONEST, GOOD RISK? 


esaitt 


Specimen No. 2 


YOU CAN PICK 98°,ERS MAIL THIS COUPON NOW! 


This iis not a 
"big" book. 
But jammed into 
its 64 compel- 
ling pages is a 
powerful mes- 
sage of truth 
for every busi- 
ness man or 
woman. How To 
Select Em- 
ployees — How 
to Establish 
Credit — How to Replace Employees — 
How To Detect Dishonesty—How To Make 
Decisions. Twenty-nine actual handwriting 
specimens analyzed. Heavily illustrated— 
handwriting of Andrew Carnegie, William K. 
Vanderbilt. A tremendous book of vital, 
urgent importance to THE OFFICE readers 
from coast to coast. USE THE COUPON. 
Fill it out, detach it and send along with 
your compan eee if you wish, All 
orders filled POSTPA 
OFFER Li ITED” — SAVE $1.75 
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0-98 
Springheld, Missouri HEAD 


OI enclose $1.00. Send me at once, postpaid, my copy of 
YOU CAN PICK 98%ERS, by M. N. 
this is the same book which was mentioned in the March, 
1957, issue of THE OFFICE, showing how grapho analysis 
helps select employees, 
detect dishonesty and make business decisions, 


0 I am interested tn learning more about grapho analysis. 
Send me your FREE, ge page Trial 


illustrated book telling how others use grapho analysis for 
more income, success and happiness. 


ADDRESS . 
i CITY ee 


2307 Bout Grapho Analysis Society, Inc. 


h Naticnal Station 
ATTASH. 58 YOUR 


Bunker. I understand 


establish credit, replace employees, 


Lesson and 
ATION TO ME. In addi- 
your 48-page heavily 


-o++ ZONE .. 


i 
aes yeas 
‘ 


a et Pe 


For More Information Circle No. 265 


33 








ORDINARY BALL POINT 


_—S—_ = > 
NE 


AUTOPOINT 3X 








Trade Mark 





JUST LOOK AT THESE FEATURES... 


3 TIMES MORE INK ... WRITES 3 TIMES 
LONGER—3 times the writing as pens costing five 
times as much. You can never run out of ink 
accidentally with the new Autopoint 3X Visible Ink 
Supply ballpoint pen. And note... 

No bothersome Refills Necessary! 


SPIN-TIP* positive-action, pocket protector. Spin, 
it’s open, Spin, it’s closed. No springs, no 
mechanism to go out of order. Protects point, protects 
clothes. Available in an attractive array of two-tone 
color combinations! 

MAGIC FLOAT*— indicates visible ink supply level 
at all times—insures even flow “‘non-skip”’ effortless 
writing. Precision Engineered . . . can’t skip, stop, 
scratch, leak, or weep. Writes silky-smooth. 
Quick-dry ink . . . blue-black, red, green inks. Meets 
government and bank specifications. 














. 3 times more ink—3 times longer writing 





By actual test, the Autopoint 3X ink capacity 

is three times that of ordinary old-fashioned 

ballpoint pens costing up to 5 times as much. And 
because of this greater capacity, the Autopoint 3X 
guarantees you three times the writing mileage, 
three times the useable life of pens you now use. 

If, for example you now order 100 ordinary ballpoint 
pens, you'll need only 33 Autopoint 3X pens... 

it’s simple arithmetic to give your company a 66% 
saving with the Autopoint 3X. 





Mr. Sol Shulman, Sales Manager Dept. W-2 
Autopoint Company, 3200 West Peterson Avenue, Chicago 45, illinols 


Dear Sol: 
Please send the exciting new Autopoint 3X ballpoint pen—at your 
expense, to the following executives in my organization. 


NOW...MAIL COUPON TODAY 


Call your favorite 
stationer for more 
details—ORDER 
TODAY! My Name. settimnmnencsensiisinsegnasiassieeatiinaiaanie ae 
y Fi 
EE Re 


EE 


(Place additional names on your company letterhead and enclose) 
Our Stationer is: 

Name 

Ad 


Pengineered for years by the famous 
Autopoint Company — manufacturers 
of over 250 million famous Autopoint 
pencils, Exclusive licensee under U.S. 
Patent Number 2,249,163. Other Pats. 
Pending. ©Autopoint Co., Div. of 
Cory Corp. 


* Trade Mark For More Information Circle No. 366 





MEMO 
FROM 
MANPOWER 


eeeeeeeeeeeoeoeoeoeoeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeseese 


VACATIONS CAN MEAN 


trouble ! 


Not your vacations of course .. . they’re 
necessary, healthful, and enjoyable... 
but beware when the people who 
work in your office leave for their 
annual vacation! . . . Work begins to 
pile up, vital employees are required to 
handle two jobs at once, and 
everything in your office begins to 
slow down. 
With these thoughts in mind, we would like to offer you a 
simple but powerful answer to this problem: Manpower, Inc. 


is prepared to send its employees into your office as trained 
temporary replacements! 


You can use our typists, stenos, file clerks, and general office 
workers for any length of time — 4 hours, a day, a week, a month, 
or longer at low hourly rates. We pay all taxes, insurance, 
unemployment compensation, and workmens compensation. 


Manpower, Inc. has prepared for you, an important aid to office planning: 
“Your 1957 VACATION SCHEDULE”, with room for a complete listing 

of vacation dates for each employee. You can receive a copy 

of this helpful schedule by dropping a card to me here in Milwaukee. 


Nice Being With You, 


P.S. When writing for your lay. Kite 


vacation schedule, please Evmer L. WINTER 
ask for form 132! PRESIDENT 


manpower, inc. 


818 N. PLANKINTON AVE., MILWAUKEE, WIS. 
OVER 100 OFFICES COAST-TO-COAST 


For More Information Circle No. 223 
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21 color combinations... 
all beautiful! 


How to make your Girl Friday happier and 
more efficient: bg her pick out her own 
color-keyed R. Allen VisOmatic type- 
writer. Tw pore different color combina- 
tions to choose from —each one beautiful. 
R. C. Allen Business Machines, Inc., 668 
Front Ave., Grand Rapids, Mich. 


R. . Allen VISOMATIC TYPEWRITER 


TERS « CASH REGISTERS « ADDING AND BOOKKEEPING Ss VD INSULATED FILES 


For More Information Circle No. 208 
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Secretary and Boss agree--:- 


2 —_ woe Pa € ’. “é , ? " so bart 


are Better Business Papers... 


Selecting papers from America’s most complete line, WAUSAU 
IMPRESSION PAPERS, both secretary and boss find it easy to 
choose the right paper with the specific surface required for offset, 
stencil duplicating, spirit or gelatin process. 

New, brilliant white . . . modern, attention-getting colors and 
specially treated surfaces qualify WAUSAU IMPRESSION PAPERS 
for best results for today’s sales letters, announcements, folders, 
reports, office forms and many other business uses. 


Artisans of 
Fine Papers 


The complete Wausau Impression Paper line is available 
nationally through authorized distributors and stationers. 


WAUSAU PAPER MILLS COMPANY 


General Sales Offices 


OUR som VER 111 W. Washington Street, Chicago 2, Illinois 


(ae) 
Member—Wisconsin Paper Group ¢ Mills at BROKAW, WISCONSIN a * 


For More Information Circle No. 356 
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You can’t play tennis 
with a squash racket... 


All-metal, all-electric; 


But One Machine Will Do 
Every Photo-Copying Job 


hunter 


finished, 


dry copies in 30 seconds; made by 
the company which pioneered photo- 


copying in the United States. 


When you get a Hunter Cub 
Photo-Copyist, you’ve got a one- 
man gang. The Cub copies every- 
thing—signatures in ink, nota- 
tions in pencil, any mark on any 
paper. And the Cub is a bear for 
figures—from birth certificates 
to statistical reports. Remem- 
ber, too, that Cub’s truly photo- 
graphic reproductions on Hunter 
HeccoKwik Papers are perma- 
nent, non-fading records. 


No budget-strainer, the Cub is 
priced at only $195. It needs 
no darkroom—works in normal 
light. It’s clean—no chemicals 


touch the operator. Easy to run 
—with Hunter Auto-Feed (op- 
tional) it’s almost automatic. 
Both Cub and papers are Amer- 
ican made—no import delay or 
risk. Don’t waste your girls’ 
time making copies when a Cub 
can turn a day-long typing job 
into minutes. We’d like to dem- 
onstrate—how about mailing the 
coupon today? 


CLIP TO YOUR LETTERHEAD: 


37 Spencer St., Syracuse, N.Y. 
| Gentlemen: 
| 1 want a Hunter Cub dem- | 
PIONEER 


IN | onstration in my office. 
Se 
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Perfect offset plates and dupli- 
cating masters produced, with- 
out odor or messy residue. Plates 
made with RAPID PRINTER 
have superior line definition and 
dot structure; images stay sharp 
longer. And—where speed is re- 
quired for heavy production— 
the automatic plate-maker will 
pay for itself in a few months. 
Extremely easy to operate, 
RAPID PRINTER is the orig- 
inal and only completely en- 
closed carbon arc lamp and 
vacuum printing frame com- 
bination. 


Get more facts. Contact 
your dealer, or write 


company, inc. for bulletin 230B 


General Office and Factory 
824 S. Western Ave., Chicago 12, tl. 
EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, NV. Y. 


For More information Circle No. 224 
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never did 
a touch 
do so much! 


NOW! STAPL 


ELECTRICALLY 


Its Feather Touch action cuts office costs! 


Piles of collating work disappear like magic when % “FEATHER 
a SWINGLINE 66 is on the job. Just , a” TOUCH" 
a Feather Touch and 40 sheets are ; 

neatly, securely stapled together. 

No pounding, punching or jamming. Your office 

saves valuable time as well as the cost of 

discarded staples. There’s no waste .. . just effortless 

efficiency. Want that for your office? 

Ask your stationery supplier for a free 10-day trial! 


only °$a2 75" 


Special Introductory Price at Stationers Everywhere 
(Foot pedal model available at $35.75) 


For full information write: 


” ® 
INC. LONG ISLAND City 1, NEW YORK 


World’s Largest Manufacturers 
of Staplers for Home and Office 


*Slightly higher in the West ‘ #4 Office Stapler ‘Tet “So” Pocket Stapler: 227 Office Stapier 


For More Information Circle No. 209 
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The fabulous success of ‘‘addo-x” in 
the U.S. and 99 other countries is a 
tribute to matchless Swedish craftman- 
ship and extra features to be found 
only in “addo-x’"-—the adding machine 
with calculator performance. Lightning 
fast action, feather light touch, sym- 
metrically balanced keyboard, make 
“addo-x"” the world’s most efficient 





adding machine. Ingenious design and 
most modern manufacturing methods, 
meticulous care in assembling and 
testing every machine, make ‘‘addo-x”’ 
the world’s most dependable adding 
machine. “‘addo-x” is your best buy in 
adding machines today. Let your local 
dealer prove it to you by demonstrating 


“‘addo-x”’ in your office . Get more infor- 

Oo} re’ re’ @) > 4 mation by clipping this advertisement 
a 

to your letterhead and mailing it to: 


“addo-x inc’ —300 Park Avenue, NY 22 


Sweden 


0 West European 


quality product 


For More information Circle No. 357 
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You have very good reasons to take a 
good look at the “Adler All Electric” 
typewriter, made by the world-famous 
manufacturers of the Adler “Universal” 
office typewriters.—Features such as 
variable key depression, automatic 
switch-off, 10-key decimal tabulator, 
repeat underscore, repeat backspacer, 
independent line-spacer, touch action 





tabulation, interchangeable carriages, 
skip key and overload safety switch, 
make Adler the leader in the field of 
electric quality typewriter——The Ad- 
ler comes in a great variety of beauti- 
ful typestyles. It is very attractively 
designed and built to give a lifetime of 
dependability ——Ask your dealer for a 
free demonstration in your office or 
n \ & s 3 f: § de clip this advertisement to your letter- 

: 484 N head and mail for more information to. 


“addo-x inc’—300 Park Avenue, NY 22 


W. Germany 


0 West European 


quality product 


For More Information Circle No. 210 
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Appearance Always Counts 


. 


Whether you're typing business letters on land, sea 
or even in the air (yes, Virginia, there are flying 
carpets), the impression they create has to be the 
right one. That’s why discerning secretaries every- 
where depend upon Columbia Ribbons and Carbons 
to give that special note of correctness to their office 
correspondence. Columbia Ribbon and Carbon Man- 
ufacturing Co., Inc., Glen Cove, N. Y. 


@e 


RIBBONS & CARBONS 


CLASSIC ¢« SILK GAUZE * MARATHON #¢ COMMANDER 
PINNACLE ° RAINBOW . DH&D . TITAN 
For More Information Circle No. 211 
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Frank G. Atkinson (left), president, Jo- 
seph Dixon Crucible Co., gave TV star 
Warren Hull a Ticonderoga pencil after 
Mr. Atkinson had appeared as a “helping 


hand” on “Strike It Rich,” enabling a con- 
testant to win $500. 


Stewart Granger, 
co-star in MGM’s 
“The Little Hut,” 
as a castaway on a 
desert island keeps 
records with Paper 
Mate’s Capri pen. 
In this scene, he is 
in the crow’s nest 
on the island, 
awaiting rescue. 


Joan Mahoney, of the New York show- 

room of Olivetti Corp. of America, helps 

actor Tom Ewell tote up his earnings on 

an Olivetti Summa 15 adding machine. 

The Summa 15 is the only Olivetti figur- 

ing machine available to dealers on a non- 
franchise basis. 
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if 


A classroom at Nashville Business College where 30 Royal Electric Typewriters were 


recently installed. At rear are Royal’s Nashville representative M. J. Sabo and manager, 
D. A. Coursey, with H. O. Balls, the school’s owner, and Miss Dudney, typing teacher. 


The Naval Bureau of Aeronautics uses a 
Haloid Xerox Copyfio 24” continuous 
printer for low-cost production of en- 
larged engineering drawings from micro- 
film. The printer turns out drawings up 
to 24” wide at the rate of 20 ft. per 
minute from microfilm. The process is 
completely automatic and up to 400 prints 
of a single frame may be made by using 
a pushbutton to repeat the exposure. 
Microfilm is mounted in aperture cards, 
but 16mm and 35mm roll microfilm also 
may be used with an auxiliary attachment. 
Positive or negative microfilm can be en- 
larged if not intermixed. The Navy makes 
thousands of enlarged drawings and spec- 
ification sheets when it sends out invita- 
tions to bid. 
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Copier Saves 


1 Day a Week 


Denton & Anderson Co., 
Chicago, saves 8 hours a 
week—a full day of pro- 
duction time—by repro- 
ducing orders and sending 
the originals to the factory. 
Previously orders had to 
be retyped. Clyde G. Bas- 
sler (left), Denton & An- 
derson’s vice president 
and district manager, is 
shown reviewing orders 
prior to mailing. 








The Thermo-Fax copying machine is centrally located in the Chicago offices of Denton 
& Anderson Co. where the secretarial staff uses it to copy parts orders, diagrams, sketches 
and sales correspondence. Thermo-Fax is a product of Minnesota Mining & Mfg. Co. 
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Movable Partitions for Office Tenants 


Sound-stopping, movable flush-steel walls 
are offered tenants in the new 38-story air- 
conditioned office building being erected 
by Tishman Realty & Construction Co. at 
666 Fifth Ave. in New York. 


This permits rapid after-hours changes In 
interior office partitioning without disrup- 
tion of business. Developed for Tishman 
by the E. J. Boyle Division of Aetna Steel 
Products Corp., the walls are offered as a 
building standard for the first time. 
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Office of the At- 
torney’s National 
Clearing House, 
Minneapolis, was 
chosen the “friend- 
liest” office during 
test promotion 
campaign of the 
Better Offices in 
Wood committee 
in Minneapolis. 





Mrs. Michael 
Scheffler received 
an orchid on 
Mother’s Day from 
Victor Adding Ma- 
chine Co. which 
sends flowers to all 
mothers of com- 
pany employees 
who are on mili- 
tary leave of ab- 
sence. According 
to William Krien- 
itz, Victor's man- 
ager of employee 
services, this has 
been one of the 
best investments in 
good will that Vic- 
tor ever made. 
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At Community 
Hospital, Indian- 
apolis, the nurses’ 
and doctors’ offices 
are equipped with 
Wesco pearl gray 
Fashionaire desks 
and tables made 
by Western Mfg. 
Co., of Aurora, 
Ill., installed by 
Indianapolis Store 
Fixture Co. 


Courtney C. 
Brown (left) Dean 
of Columbia Uni- 
versity’s Graduate 
School of Business, 
received a _ Facit 
Calculator for stu- 
dent use from Erik 
A. Ohlsson (right), 
president of Facit, 
Inc., in honor of 
Sven Carl Lindh 
(center), Swedish 
student who won 
a trip to the U.S. 
in a Voice of 
America essay 
contest. 
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Dictaphone Corpora- 
tion’s story of com- 
munication was told 
by Paul Larson and 
his wife at an exhibit 
in the Merrill Lynch 
Investment Center in 
Grand Central Ter- 
minal, New York, 
where Mr. Larson 
gave a six-minute talk 
and demonstration 
throughout each day 
last month. 





Partitions in the Chi- 
cago sales offices of 
Gulf Oil Co. were 
made by General Fire- 
proofing Co. with 
1%” corrugated 
panels of white Alsy- 
nite which is shatter- 
proof and translucent, 
requires no painting, 
and is made by Alsy- 
nite Co. of America, 
San Diego, in a va- 
riety of tones to fit 
any color scheme. 
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Research Society’s New Building 





New office building of the Forest Products Research Society in Madison, Wis., will have 
3000 sq. ft. of office and storage space and embody the latest developments in wood 
construction. Architect is W. J. Eason. Building will be adjacent to the U. S. Forest 
Products Laboratory. 


Temporary office 
of the Forest Prod- 
ucts Research So- 
ciety is equipped 
with blond oak sec- 
retarial desks, 
matching work 
tables and chairs, 
donated by Wells 
Furniture Mfg. Co. 
of Laurel, Miss., 
which presented 
society with 32 
pieces valued at 
$3000. 
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Dry process office copying 


now at a new low cost 





New All-Electric unit 

makes copies in 4 seconds 

All-New and All-Electric. This newly styled THERMO-FAX 
““Secretary’’ Copying Machine gives you copies in 4 seconds for 
as little as 5¢ per copy. Exclusive dry process eliminates chemicals, 
negatives. And it has a vew low price of only $299.* Send coupon 
now for details on rea//y modern office 
copying. * Suggested retail price 


ae 


Su 


COPYING PRODUCTS 


The terms THERMO-F AX and SECRETARY are trade 
marks of Minnesota Mining & Mfg. Co., St. Paul 6, 
Minn. General Export: 99 Park Avenue, New York 16, 
N. Y. In Canada: P. 0. Box 757, London, Ontario 


Minnesota Mining & Manufacturing Co. 
Dept. ES-77, St. Paul 6, Minnesota 

Send details on the cost-cutting new THERMO-FAX 
“Secretary” Copying Machine. 


Nome. 








Company 
Address. 
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ACCO 


" TENPAK 


Makes Everybody a Prospect 
For This New “Acco First’’ 


A ggravation of lost, mislaid papers — eliminated. 


C ounter Displayed for convenient Self Service — 


Watch for TENPAK. 
Creates positive safety for your papers — in or out of files. 


@ pens new opportunities for efficient business operation. 
Be ahead—start using the Acco method of paper fastening now. 
You'll soon be using all Acco products for better filing. 


Acco Fasteners No. 12 and 22 are also available in boxes of 50. Ask your stationer. 


ACCO PRODUCTS 


A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd., Toronto 
For More Information Circle No. 245 
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] NO LOST TIMER, 


—“— 


—_— 
~ 
electro-pointer 
a ‘ 


~ 


oo. The world’s finest completely automatic electric 
pencil sharpener eliminates the 
time-consuming job of cranking outmoded 
hand-type sharpeners. Just insert any 
size wooden pencil and instantly 
the Electro-Pointer gives you 
a perfect point. 


“ 


PERFECT POINT 
INSTANTLY 
EVERY TIME 


At your stationers PROVEN FOR 
or write: . OVER 14 YEARS 


STILE-CRAFT MANUFACTURERS, INC. 


1825 MACKLIND Sv. Sees. 50.) MO. 


For More Information Circle No. 342 
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The new 


PC. Ril: a 


Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


All controls are in the 
paim of your hand. 
with UNIMATIC 
REMOTE CONTROL 
MICROPHONE 


* Dictate 

* Listen 

® Unlimited Review 

* Erase unwanted words 


* Mark end of letter.. 
electronically 


Use same machine for 
dictation, transcription 


Lifetime belt—never wears out 


Try it FREE in your office 


Through electronic magic the portable Comptometer 
COMMANDER puts perfect letters on your desk in half the time, 
because it aut tically erases ted words and phrases 
as you redictate your message. You hand your secretary 
perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand. 





The same machine serves as a transcriber...it's as easy to 
transcribe as to listen, because, with perfect dictation, 


NEW Customatic COMPTOMETER — 
World’s fastest way to figure .. . now 
faster than ever. Try it FREE on your own 
work. Mail coupon, 





For 
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Comptometer COMPTOGRAPH “220M” 
~ with new multiplication key — more 
features than any other 10-key listing 
machine. Try it FREE. Use coupon 


there's no need for time-wasting, error-breeding pre-editing. 


Best of all, the Comptometer COMMANDER actually pays for 
itself over and over. The mailable Lifetime guaranteed Erase- 
O-Matic belt wipes clean, electronically, in a second, ready 
for re-use thousands of times. No recurring cost for belts, 
discs, or cylinders. 


Learn how easy dictation can be—how anyone can turn out a 
far greater volume of perfect letters easier, faster! Want 
proof? Mail the coupon! 


Comptometer, Corporation 
1724 N. Paulina St., Chicago 22 
In Can.: Canadian Comptometer, 
Ltd., 501 Yonge St., Toronto 5, Ont. 
© Arrange a FREE office trial for me on: 
© Send me literature on 

O Comptometer COMMANDER 

CO COMPTOMETER 

(©) Comptometer COMPTOGRAPH “220-M”" 


Name 





Firm 
Address. 


City. Zone___ State. 
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when 
everything 


is labe led. 


The answer to labeling problems in 
the office, factory, store, home. Ad- 
heres with slight pressure — no tools — 
no holes in fixtures. Eight transparent 
colors for instant identification. Label 


remains clean and legible inside plastic 
holder and is changeable. Made in 6” 
lengths and 14”, 3/4,” and 1” widths. 
May be cut to length required and 
makes 3 to 6 ordinary label holders. 


At your stationer or write 
for sample & folder 


LEL- U- DEX CORPURATION 


23 McARTHUR AVENUE, NEW WINDSOR, N. Y. 


For More Information Circle No. 263 
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Office Typist + Vart Typer 


ot 





oo S 0 F f Y Team up a good office typist 
— ’ with the Versatile Vari-Typer 
and see how fast your office 


L 0 | ; ( 0) § T duplicating costs go down! 


Vari-Typer ... with hundreds of 


instantly changeable type 
if Y p () F R A p H Y faces...eliminates the need for 
costly outside type-setting... 
gives you professional looking 
R | F H ] | N typography, ready for any 

office duplicating method. 
y () |] K 0 W N Vari-Typer gives you greater 
control over each job, too... 
make instant type corrections 


1 F F | [ F ...speed the production of price 


lists, office forms, bulletins, 
manuals, etc. Ask your nearby 
Vari-Typer man for a free 
demonstration...or write direct 
for details. 


Headlines by Headliner. 


» . 
Vari-Typer Corporation 
712 Frelinghuysen Avenue 
Newark 12, New Jersey 
Subsidiary of Addressograph-Multigraph Corporation 
For More Information Circle No. 275 
THe Orrice—July, 1957 


























Mercury products for 
duplicating machines 
are built to the same 
standards as rollers 
and blankets on giant 
commercial ;presses! 





RAPID ROLLER COMPANY 


MAIN OFFICE AND FACTORY: FEDERAL AT 26th STREET « CHICAGO 16, ILL. 
EASTERN SALES OFFICE: 218-224 ELIZABETH AVENUE « NEWARK 8, N. J. 


For More Information Circle No. 232 
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COLORCOPY 


pu PLICATING SOLVENT 








Colonial Spirit Duplicating Fluid: 
Tepper Bowyer and blended 


of purest c no . produce 
maximum number britione 

- copies on all nd carbons regard 
less of color. it can not rust or cor. 


rode duplicating machine tanks, 


segge te Aecdgh Bally sa. 
rollers. Packaged In B blue titho- 
graphed. one 

carted ‘ve pr i ue tate 
carton. We impr e 
brand name on cans ( Bh 
one gross) at no extra cost 

‘than the small tes haut 
screen. 


For all your 
tailor-made 
requirements— 
let us help. 


et a : 


e on these 
best sellers? 


We have specialized for years in 
producing the finest possible duplicating 
products that you can put your own 
name on with confidence. If we are not 
already supplying your duplicating 
needs, these popular items should make 


a good—and profitable—introduction. 


KECTO | 
CLEANSING CREAM 
a oe nee ‘ 


isis 
Colonial Hecto Cleansers, 


Lotion and Cream types: 


are guaranteed to remove ani- 
line dye stains instantly and 
harmlessly from the hands 
Pleasantly scented, with lano- 
lin base, they leave skin soft 
and clean with no ‘‘after use”’ 
odor. Packaged in blue plastic 
containers, twelve to a carton, 
of one pound jars of cream 
type and 8 oz. squeeze bottles 
of lotion type. We imprint your 
private brand mame on the 
containers (minimum order one 
gross) at no extra cost other 
than the small original cost of 
the silk screen. 


Write today for details 


CARBON COMPANY Skokie, tlinols 


SPECIALISTS IN SPIRIT MASTER UNITS, SPIRIT CARBON, GELATIN CARBON AND RELATED DUPLICATING SUPPLIES OF SUPERIOR QUALITY! 


For More Information Circle No. 222 
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Quality materials and supplies for’ 


Carbon and Ribbon Manufacturers 


TYPEWRITER RIBBON FABRICS 


Fabrics that have been specially designed 


and woven to produce really better ribbons. 


Moller Products Corp. 


21 WEST STREET NEW YORK 6, N. Y., U.S.A 
Telephone HAn r 2-5425 


For More Information Circle No. 231 
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Gleams whencleaned 
with damp cloth. Re- 
sists alcohol, ciga- 
rette burns, etc. 





He lamination of 
wood-grain plastic 
over 5/16” Presd- 
wood. Won't slip— 
won't creep. 








Chairs glide smoothly 
overthe mar-resistant 
surface. Not slippery. 
Chip resistant. 









































| lustrous wood-grain 
“EXECUTIVE” PLASTIC OFFICE CHAIR MAT 
immediate sales at 100% more profit! 


This is the sensationally beautiful office chair mat that 
matches modern wood grain furniture. The new trend in inte- 
rior design makes these mats a must for new installations, 
and they sell on sight to users of — painted or rubber 
mats. Available in Driftwood Gray, Walnut, Mist Green, 
and Desert Tan. Gleaming plastic (laminated to extra-thick 
Presdwood.) This ‘“‘Executive’’, mat withstood more than 
2,000,000 scuffs and abrasions’in independent laboratory 
tests with little more than loss of surface gloss. Low cost, too. 


— SEND COUPON TODAY ———-—— 


Interstate Metal Products Co., Ine; Dep't C 
! INTERSTATE (Office Equioment Division) seat " 
666 Lake Shore Drive, Chicago 11, ll. 


Please send me FREE literature and more information about Executive 
plastic chair mats. 


literature & 
office equip- 
ment catalog 


NAME 





TITLE 





COMPANY 





ADDRESS 





(city) 


For More Information Circle No. 271 


(zone) 
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Because Facit gets results— 
quickly and easily. Solves any 
problem single-handed, with 

the ten fastest keys to calculating 
ease. The fully automatic Facit 
—multiplies, divides, adds, 
subtracts—and does it all 

with the five fingers of one 
nimble hand. Aye—an eye 

for figures is an aye for Facit! 


FACIT INC. 404 FOURTH AVE. N.Y. C. 16, OR 235 MONTGOMERY ST., SAN FRANCISCO 


SOLD AND SERVICED IN MORE THAN 100 COUNTRIES . INTERNATIONAL EXPORT OFFICES: ATVIDABERGS, STOCKHOLM, SWEDEN 
For More Information Circle No. 214 
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it figures... 


Positively—the fastest and’surest , Tl j : ; NOMDA-Visitors 
result when you’re figure conscious. i le Ss an ot eh 
Odhner was the first adding 7 #58 59 and 60 
machine to make figuring easy with Penn-Sheridan 
automatic multiplication. Now : Hotel 
another Odhner first is the : Pittsburgh, 
exclusive, time-saving Automatic 
Short-Cut—never more than five 
prints for any figure. Be confident, 
count on Odhner—it figures! 


Pennsylvania 


ODHNER —Nanual and Electric Adding Machines 


FACIT INC, 404 Fourth Avenue, N.Y.C. 16, or 235 Montgomery St., San Francisco 
SOLD AND SERVICED IN MORE THAN 100 COUNTRIES © INTERNATIONAL EXPORT OFFICES: ORIGINAL-ODHNER, GOTHENBURG, SWEDEN 
For More Information Circle No. 247 
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his 
executive 
letters 

are 
important... 


and the carbon copies are 
important tco! 
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THEY’RE TURNED OUT WITH BEAUTYRITE® 


Realizing the importance of carbon copies that are dark, 
sharp and smudgeproof under normal handling and filing 
operations, this executive’s carbon copies are typed with 
BEAUTYRITE Carbon Paper. Letters like “a” and “e” don’t 
blur on copies — they have a crispness ordinarily found only 
in typewritten originals. Why not go BEAUTyYRITE and read 
the difference? 
For samples, write to Remington Rand, Room 1724, 315 
Fourth Avenue, New York 10. 
Remington. Fkand 
DIVISION OF SPERRY RAND CORPORATION 
For More Information Circle No. 212 


When it comes to Supplies, 
come to Remington Rand 
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Sweeping concrete 
supports of the re- 
ception lobby in 
the new Corning 
Glass Works re- 
search and admin- 
istration center at 
Corning, N. Y., 
frame a glimpse of 
the nine-story, 
glass sheathed ad- 
ministration build- 
ing beyond (see 
photo on cover.) 


New Corning Glass 

















Office Building 


administration and _ research 
buildings of Corning Glass Works were 
dedicated on May 25, the brief cere- 
mony marked completion of one of the 
largest construction projects in the 106- 
year history of the firm, adding nearly 
a quarter-million square feet of floor- 
space to office and laboratory facilities. 
It also reasserted the company’s firm 
confidence in the future of glass. 

The new buildings and the adjacent 
Corning Glass Center form a harmoni- 
ous, landscaped architectural grouping, 
named Houghton Park in honor of the 
company’s founding family. The nine- 
story administration building has an 
exterior faced with black Carrara glass. 
Its tall windows emphasize the build- 
ing’s height and flood the air-condi- 


W aim THE GLASS-SHEATHED 
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tioned interior with natural light. 

The three-story research laboratory 
contains air-conditioned laboratories, 
offices and scientific library. Its exterior 
matches the administration building 
with heat-reflecting windows and black 
Carrara glass. 

The one-story development work- 
shop is faced with glass brick to harmo- 
nize with the center exterior. It has an 
open work area for product and process 
development and laboratories on the 
main floor, with offices for engineering 
and technical personnel on a mezza- 
nine floor. 

Contrasting with the rectangular 
shapes of the other new buildings is the 
hung-roof cafeteria. It is oval-shaped 
and sheathed in white Carrara glass. 
Its concave roof is suspended on cables 






67 





anchored in_ reinforced concrete 
arches. With a seating capacity of 200, 
the cafeteria has proved more than 


adequate for the 680 employes occupy- 


ing the new buildings. 

Connecting the administration build- 
ing, research laboratory and cafeteria 
is a one-story reception lobby, its roof 
supported by graceful, concrete center 
supports, its front and rear walls 


Varying colors and 
liberal use of 
lighting fixtures 
give a pleasant at- 
mosphere to this 
office corridor. 


formed by floor-to-ceiling plate glass. 

The new buildings came into exist- 
ence largely as a result of Corning’s 
growth following World War II. In ten 
years of booming expansion, Corning’s 
sales trebled. The company’s adminis- 
tration and research facilities were al- 
ready overflowing. As the scope of ac- 
tivity and numbers of personnel grew, 
the need for space became acute. 


Atypical office 
area in the new 
Corning building. 
The low partitions 
are painted in deep 
reds and blues. 





A typical executive 
office showing the 
ceiling-high win- 
dows. 


Pr 


Announcing the decision to construct 
the research and administration build- 
William C. Decker, company 
president, said: “By providing these 
necessary additional office and labora- 


ings, 


tory facilities, we believe that develop- 
ment of new glasses and new products 
will be stimulated. Seventy-five per cent 
of our present business comes from 
products which did not exist 20 years 


Corning _ scientists 
and engineers oc- 
cupy offices open- 
ing off this corri- 
dor. 


ago. This added space allows us to 
broaden our development program.” 
Plans for the buildings were drawn 
by Harrison, Abramovitz & Abbe of 
New York. The general contract was 
awarded to George A. Fuller Co. 
Compared to former facilities, the 
new building provides 40% more 
space for administrative departments. 
Besides more attractive working space, 





* 


it has boosted efficiency by centraliz- 
ing administration of the company’s 
diversified activities. Arrangement of 
work space and selection of furnish- 
ings was undertaken with flexibility and 
future expansion as priority considera- 
tions. There is at least 20% expansion 
space in each new building. An extra 
elevator shaft adjoins the three auto- 
matic elevators in the administration 
building. 

Interior design of the administration 
building, cafeteria and reception build- 
ing was by Maria Bergson Associates, 
New York. Departing from the cus- 
tomary “railroad coach” effect often 
created in narrow buildings, the inte- 
rior of the administration building dif- 
fers from floor to floor. Central corri- 
dors vary in length and width, and the 
use of low, acoustical partitions, banks 
of files and planters as dividers, pre- 


vent a factory appearance of row upon 
row of desks. Specially designed furni- 


ture was installed to provide compact- 
ness and built-in file and storage space. 

A varied color scheme, making lib- 
eral use of white for a spacious effect, 
enhances the pleasant atmosphere of 
the offices. Acoustical ceiling panels 
keeps noise levels low. An employee 
survey indicated unanimous approval 
of working conditions. Group man- 
agers have reported a gain in work out- 
put. 

In the basement of the research lab- 
oratory is an auditorium that will seat 
100 persons. Twelve large conference 
rooms are available for smaller meet- 
ings in the new buildings. To meet the 
demand for parking space for Glass 
Center visitors and provide off-street 
parking for employees, several new 
parking areas were constructed in or 
adjacent to Houghton Park. These pro- 
vide 425 spaces for employees and 181 
additional spaces for visitors. The area 
now has a parking capacity of 775 cars. 


The hung roof and 
sweeping window 
walls of the new 
Corning Glass 
Works employee 
cafeteria, give a 
spacious effect to 
the interior. 
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UR PURCHASING department 

maintains a file of all purchase 
orders, with their related documents, 
until the orders become seven years 
old. Each individual folder contains the 
file copy of the purchase order, 
acknowledgment, invitation to quote, 
all quotations, all amendments and all 
related correspondence. The folder is 
labeled with the purchase order num- 
ber on its tab. Some 220,000 of these 
folders had been filed in straight nu- 
merical sequence, in 110 five-drawer 
steel cabinets with 400 folders per 
drawer. This took up 1250 sq. ft. of 
floorspace. The space was badly over- 
crowded, hampering efficiency. We 
knew that we would need a minimum 
of 2000 sq. ft. if we continued to use 
our old system. 

The disadvantages of our old system 
were: badly crowded file drawers, con- 
stant need for new files, difficulty of 
weeding obsolete files and re-arranging 
files after weeding, concentration of 
filing activity in a particular series of 
numbers, and wide variation in thick- 
ness of some folders making it impos- 
sible to accurately estimate require- 
ments for future expansion. 


The basic objectives for changing our 
system were: to control future space 
requirements, to reduce capital expendi- 
ture for filing equipment, to be able 
to plan file expansion, to have faster 
and more accurate filing and reference, 
neatness and orderly appearance. 

We invited Oxford Filing Supply Co., 
through D. Waldner Co. of Mineola, 
N. Y., to make a survey and present 
recommendations. They recommended 
that the file be divided into two sec- 
tions: active (purchase orders under 
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Grumman’s 


Purchasing 


File System 


WILLIAM N, ROBINSON 


Manager of Procurement, 
Grumman Aircraft Engineering 
Corp., Bethpage, N. Y. 


three years old) and semi-active (pur- 
chase orders over three years old). 
Semi-active orders would be removed 
from cabinets and filed on open shelves 
in numerical sequence. Active orders 
would be refiled in cabinets, by the 
middle digit system, 250 folders to a 
drawer (five folders in each Pendaflex 
folder). Oxford supplied the personnel 
for the changeover. 

Shelving was erected and the semi- 
active folders were refiled and indexed 
on the shelves. The active section pre- 
sented the problem of relocating the 
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Purchasing department files at Grumman 
middle digit system of indexing. 


contents of 75,000 folders by transfer- 
ring all papers from each folder into a 
new, pre-printed and pre - numbered 
folder; preparing file cabinets for Pen- 
daflex, sorting and refiling by middle 
digits. About 35 people came in at 4 
p.m. Friday, worked 34 hours over the 
week-end, finished Sunday evening, and 
our new system was in operation Mon- 
day morning. (A description of the 


middle digit filing system appears on 
the page opposite. ) 

We now have 80 cabinets of active 
purchase order files and 420 ft. of 
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Aircraft Engineering Corp., showing the 


inactive files on shelves, all in a total 
of 1120 sq. ft. of floorspace. By limit-’ 
ing drawers to 250 folders, no drawer 
is overstuffed. The sliding Pendaflex 
makes filing easier and prevents friction 
wear on folders. Filing activities are ° 
dispersed over the entire area, prevent- 
ing congestion. We will not require 
additional file cabinets in the foresee- 
able future. File personnel have had no 
difficulty learning the new system and 
find that their work is easier. 
Weeding, when required, will be done 
without relocating any file cabinets. 


now 
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Middle Digit Indexing 


IDDLE DIGIT FILING is not 

complicated. It consists merely in 
reading digits in a sequence different 
from the normal left-to-right order. The 
middle digit system does not affect the 
manner in which numbers are issued; 
it merely affects the way in which they 
are read. If, as a child, you had been 
taught to read numbers in this way 
instead of in straight sequence, you 
would think nothing of it. 

Every filing system, regardless of the 
method of indexing, must conform to 
these basic rules: 

1. Part of the identification of the 
paper (number, name, location) is used 
to indicate which drawer the paper 
goes into. 

2. Another part is used to tell which 
folder the paper goes into. 

3. What is left is used to put the 
paper in its proper order inside the 
folder. 

In straight numerical filing, the 
principle works as follows. Using, for 
example, the number 2389, the digit 2 
indicates the drawer housing the 2000 
series. The digit 3 means the folder 
housing the 2300 series. The remaining 
digits, 89, signify the location inside the 
2300 folder. The sequence of digits was 
read from left to right. 

The Oxford Middle Digit Filing Sys- 
tem uses a six-digit number and the 
digits are read in a somewhat different 
order. To illustrate, let us assume the 
following number is to be filed by mid- 
dle digit: 12-34-56. The two middle 
digits (34) are the number of the 
drawer the paper is filed in. The first 
two digits (12) are the number of the 
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folder. The last two digits (56) indi- 
cates that it is filed as paper 56, behind 
55 and in front of 57. 

The question is always raised, “Sup- 
pose I don’t have a six-digit number?” 
It makes no difference. Sufficient zeros 
are added to the left of the number 
to equal a total of’ six digits. Thus the 
number 2389 would become 00-23-89. 

The key to the system is in reading 
the digit in a sequence different from 
the usual left to right order. If that fact 
is borne in mind, no preconceived prob- 
lems will be built up. That the numbers 
are as easy to read, when the conven- 
tional left-to-right sequence is departed 
from, is proved by the many successful 
installations. 

What is the advantage of middle 
digit filing? The difficulties of straight 
numerical filing stem from the fact that 
activity is concentrated in a certain 
series (usually the highest or most re- 
cently issued series of numbers). In- 
variably bottlenecks develop in filing 
operations. Concentration in a limited 
series makes sorting to the order of the 
file complicated. The same concentra- 
tion jams filing and pulling because 
most of the file personnel are trying to 
work in a few cabinets. In straight 
numerical filing, all the contents of all 
the files must be backshifted after 
weeding. In straight numerical filing, 
new guides and new drawer labels have 
to be typed every year. 

Middle digit filing eliminates all of 
these costly bottlenecks by providing: 
a balanced, 100 place, first sort; 100 
consecutively numbered papers filed in 
the same place for easier filing and 
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pulling; freedom from backshifting be- 
cause only a few papers are weeded 
from each drawer; permanent arrange- 
ment of drawer labels and _ folder 
numbers. 

Isn’t middle digit filing like terminal 
digit filing? True, it provides the desir- 
able terminal digit characteristics of 
spreading the filing load evenly among 
all cabinets, but it eliminates a weak- 
ness basic to terminal digit. Under the 
terminal digit system, papers in the 
same folder bear no numerical relation- 
ship to each other. In large systems, 
each paper in the folder is ten thousand 
numbers apart from the other. Middle 


digit filing puts 100 consecutively num- 
bered papers in the same place, preserv- 
ing the desirable characteristics of both 
straight numerical filing and terminal 
digit filing. Middle digit filing is used 
in the filing of insurance dailies, freight 
bills, sales slips, and other large filing 
operations where both filing and look- 
up are by number. 

While the principle is easily under- 
stood, the secret of success is in the 
installation. Every filing operation pre- 
sents its own variables. Solving these 
problems, and tailoring the system to 
a particular filing situation, is the work 
of experienced people. 


All Branch Offices Can Use the 
Same Double Window Envelopes 


HORTON S. ALLEN 


Office Services Manager, Fruehauf Trailer Co., Detroit 


ERE IS A work simplification idea 
which may or may not be new to 
you, but I believe we were one of the 


first to adopt it. In the past, we had 
to procure and stock two sizes of en- 
velopes, each individually printed with 
the return addresses of some 70 com- 
pany branches. One envelope, a 6% 
size, is used to mail our branch disburse- 
ment checks to vendors. The other, a 
¥% size, we use to send branch work 
order invoices and monthly statements 
to customers. 

When we changed to double window 
envelopes, we did not save any money 
on the procurement cost, but ware- 
housing was greatly simplified and 
paperwork costs were reduced. In or- 
der to allow the company’s name and 
address to appear in the upper left cor- 
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ner, the forms that we used were re- 
arranged to put the return address and 
space for addressee in suitable locations. 
Though we do print “Fruehauf” and 
our form number on the face of the 
envelopes to simplify stock handling, it 
is unnecessary to print the envelopes. 
Before you use an envelope of this 
type, it is necessary that you obtain ap- 
proval from the Post Office Depart- 
ment, since present postal regulations 
stipulate that window envelopes must 
bear a printed corner card at upper 
left. In granting approval to us, the 
Post Office stipulated that the upper 
small window should be a covered win- 
dow to prevent the possibility of mis- 
placed stamp cancellations defacing the 
envelope’s contents. They warned also 
of the possibility of the window getting 
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Checks, invoices and other forms can be 
designed for double window envelopes if 
you get Post Office approval. 





























FRUEHAUF 
FORM 43-539 








” 





caught in the cancelling machines, but 
no difficulties have been experienced to 
date and we do not believe it is a seri- 
ous factor. It is necessary that the po- 
sition of the windows comply with other 
dimension requirements of the postal 
regulations for window envelopes. 


Tue Orrice—July, 1957 


The layout of copy on the forms to 
be enclosed in these envelopes, and the 
position of the windows, must be de- 
signed to close tolerances, to make cer- 
tain that the necessary information will 
always appear properly through both 
windows after forms are inserted. 
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The 650 planning chart with one of the five-line program strips (No. 1) in place. Details 

of the construction of this chart holder are shown in the sketch at the bottom of the 

opposite page. The left-hand ends of the strips are held by the cardboard and the other 
ends go under a rubber band. 
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Two Methods of Writing 
Programs for the IBM 650 


HE NORMAL USE of the IBM 
= pre planning chart presents one 
difficulty. After writing a large number 
of instructions, it often becomes neces- 
sary to move back and amend one of 
the earlier steps. One can either erase 
the incorrect line or lines, or stick a 
piece of paper over them. In either 
case it looks untidy and, after several 
such treatments, the pages of the 
planning charts become messy. 

Apart from this, in the early writing 
stages flexibility of the written material 
is essential without rewriting step after 
step when errors are made. The present 
chart is too rigid for the purpose un- 
less one instruction is written for every 
two lines, leaving the blank lines for 
corrections. Such a procedure, how- 
ever, has the effect of adding to the 
number of sheets necessary and, in any 
case, the result looks untidy. 

To provide flexibility, we have de- 
vised two methods. The first method 





HEAVY 
CARDBOARD 


_ 


THm 
PIECE OF 
CARD 
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LIONEL E. GRIFFITH, Manager, 
Machine Accounting Dept. 


J. W. JUMP, 605 Group Leader, 
International Latex Corp., 
Dover, Dela. 


is illustrated in the photograph. One 
planning chart is mounted on a stiff 
piece of cardboard (see A). Card strips 
are prepared (see B) and each contains 
five instruction lines. The strips con- 
tain a space so that they can be num- 
bered in sequence. Each strip fits 
exactly over five instruction lines on 
the chart (see photo). The strip is sup- 
ported at the left side by a piece of 
cardboard running down the length of 
the left-hand side of the chart (see C). 

The sketch shows how the cardboard 
strip is held on the left-hand side. A 
rubber band is used to hold the strip 
in position on the board and, similarly, 
the succeeding strips. As the program 


(Continued on page 109) 


CARD STRip 
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Combination 


Order-Invoice 


Form Wasn’t 
The Best Idea 
For Bag Plant 


LEON A. DROLL 
Office Manager, Houston Plant, 
Bemis Bro. Bag Co. 


ON’T FORCE ONE SYSTEM to 

cover too much ground! We 
learned this lesson the hard way. Our 
trouble originated when we combined 
a sales and production order with an 
invoice. We were working on what 
seems to be the elementary principle of 
systems management: the fewer writ- 
ings, the better. We thought we saved 
time and money by not typing the cus- 
tomer’s name, address, order specifica- 
tions, etc., on two different forms. In 
reality, we were complicating things 
unnecessarily. 

When all necessary records concern- 
ing an individual order were duplicated 
from a single offset master our invoices 
sometimes confused our customers. Our 
difficulties disappeared when we sepa- 
rated the production order from the 
invoice and adopted a different dupli- 
cating process. We now keep ahead of 
our paperwork, give better service to 
customers, and save money in the 
bargain. 

Our basic requirement is similar to 
many manufacturers of custom made 
products. Each order for textile or 


Leon A. _ Droll, 
Bemis’ Houston 
plant office mana- 
ger, and Ben H. 
Bradley of Wilson 
Stationery & Print- 
ing Co., who de- 
signed the produc- 
tion order form. 
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BEMIS BRO. BAG CO. 


P.O. BOX 1228 CA 5-1621 
HOUSTON 1, TEXAS 


No. 11-___1-14672.__ 


Please Refer to This Number 





CUSTOMER ORDER NO. 


PLANT ORDER NO. CONTRACT NO. 


ASH 


DATE ENTERED 


UPON REC. OF 4 


CUSTOMER CODE 








24919-01 


NVOICE 


SALESMAN 


222 


TON. SALES 


HSD 


OPEN MARKET 


REQUESTED SHIPPING DATE 


WEEK 4/1/57 OR SOONER | 





3/21/57 


[ 
SOLD 


JOHN DOE 
4025 PROMUCE ROW 
HOUSTON, TEXAS 


4 


ROUTING: 
SHIPPING INSTR.: 


BALING INSTR: 


APPROXIMATE SHIPPING DATE 


SAME _AS REQ. 





fi FREIGHT TERMS 


r.0.8. HOUSTON 


PPD. COL 


(xj C_] 


OUR TRUCK 


STANDARD 





QUANTITY 


DESCRIPTION AND SPECIFICATIONS 





5,000 


BEMIS 10; WIDE WEAVE PURPLE 
18 x 234" FROM 36" GOODS 
BAND LABELED ODRAWTAPE 

PRINTED TwO SIDES 


"PARADE POTATOES” 


LENONET POTATO BAGS 


XKAXXAKK 


* 














PRINTING INSTRUCTIONS: 
FORM NO T ~5038 


COLORS: 


OVERST 1 TCHED 





RED, OK. BLUE, LT. 


BLUE 


SPECIAL INSTRUCTIONS: 


1630 YDS 36” 


PURPLE LENO 2 BA 2 D/T 
wh 








Making the production order a separate form gained speed and saved money. Previous 
combination order-invoice form had proved too cumbersome to handle in this office. 
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Bemis’ order-invoice section handles about 50 production orders and invoices a day. 
One girl (second from right) types all production orders with specifications, duplicates 
and sorts them, and handles all filing in the order department. 


paper bags contains its own specifica- 
tions as to grade and type of material, 
size of bag, color, printing specification 
and quantity. As many as 26 copies of 
an order may be distributed to the 
various manufacturing and printing 
units, and to and accounting 
offices. This means we need a simple, 
speedy procedure. 

One of the advantages of our present 
system is that all employees in the order 
department operate the duplicator. Only 
two employees had been trained to 
operate our offset equipment and work, 
at times, would be delayed if they were 


sales 


busy. Copies can now be produced as 
soon as the master is typed. Our young 
ladies frequently run and sort copies 
of five orders in five minutes. 

Our changeover to another process 
was no overnight decision. We knew 
something had to be done to expedite 
our work and we were aware that in- 
voicing was one of our biggest head- 
Certain information contained 
on the production order was of no value 
to our customer on his invoice. Block- 
ing out this part on the offset master 
proved impractical for us, so the in- 
voices went under a paper cutter after 


aches. 
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Vow! AUTOMATIC MAIL INSERTING AT A PRICE 
* EVERY MASS MAILER CAN AFFORD .... 


FOR AS LITTLE AS $3,000.00, CUMMINGTON PROVIDES 
FAST, EASY, AUTOMATIC MAIL INSERTING 


MAILING COSTS ARE SHARPLY REDUCED AND OFFICE EFFICIENCY IS 
SUBSTANTIALLY INCREASED. Cummington's automatic mail inserters gather 
from | to 6 enclosures, and stuff, seal, count and stack envelopes. An automatic 
postage meter can be attached. 


CUMMINGTON MAIL INSERTERS HANDLE WIDEST VARIETY OF ENCLO- 
SURES. New advanced attachment for punched card inserting eliminates all 
restrictions on fields punched. Feeds all types of end folds easily and efficiently. 


(GUYOT CORPORATION 


718 Beacon Street, Boston 15, Massachusetts 








Pe eee ee Se eee ee 

§_ CUMMINGTON CORPORATION x 

SEND Pete B Please send free Cummington Bulletin 2-3. 
4 

tf 


FOR ag ‘ ‘ SO RRR PIER SEY uw POSITION «0.0... 


FREE f 4 RIE IES SARTRE AGS. RPA na 
BULLETIN \/~ | 
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they were produced. 

We felt that by divorcing the pro- 
duction order from the invoice we 
could better serve our customers and 
maintain a simple, easy-to-use system. 
When Ben H. Bradley, of Wilson Sta- 
tionery & Printing Co., demonstrated 
how to run copies of orders on an A. B. 
Dick Azograph duplicator, we found 
the cleanliness, speed and simplicity for 
which we were looking in a short-run 
duplicating process. The use of this 
procedure for 18 months has substanti- 
ated our findings. Everyone is happy 
with the set-up. 

Today, one girl types the production 
orders with all specifications, duplicates 
and sorts them. She also types the cus- 
tomer card for a visible file and handles 
all filing in the order department. 

Rough sketches of artwork clarify 
the instructions to the manufacturing 
and printing departments and the sales- 
man, with the use of a blank duplicat- 
ing master, can sketch the art desired 
by the customer. This sketch is dupli- 


cated on the back of the production 
order. 

As to invoicing, we type carbon inter- 
leaved sets as shipments are made. 
There are approximately 50 a day and 
we handle it without strain. This is due 
in part to the fact my office receives 
copies of production orders and notes 
expected shipping dates. With this in- 
formation at our fingertips, we can 
arrange our typing schedule efficiently. 

Because of the simplicity of our 
present process, new employees can be 
trained in 10 or 15 minutes. All office 
personnel know how to operate the 
duplicator. The fact that Azograph ma- 
terials do not stain hands or clothes is, 
of course, an important morale factor. 

There’s economy in our new system. 
We have one less girl in the office be- 
cause we have speeded our paperwork. 
Our duplicator cost us less than $250. 
Mechanical and maintenance 
costs are low, too, as indicated by the 
fact that we have had a single $4.15 
service call in the past 18 months. 


service 


As many as 26 copies of a production order are run on a hand-operated Azograph 
duplicator. Girls at Bemis Bro. Bag Co. frequently run and sort copies of five orders 


in five minutes. 
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“I’m sick of this overtime on payrolls! 


Invoices! Statistical listings! Now if we 


only had Burroughs Calculators 


we could really go to * 


° . . 99 ~~‘ There’s a Burroughs Calculator saat right ter your 

on high-volume figu ring! high-volume figuring—electric or hand-operated. 
Demonstration? Call our nearest branch. 

Burroughs Corporation, Detroit 32, Michigan. 





Soviet Paperwork Is 
Being Mechanized 


A. J. STEIGER 


ACHINES ARE INVADING 
rei department of office work in 
Russia from bookkeeping to general 
management while the abacus, deposed 
czar of the counting room, bows to the 
march of mechanization, recent trade 
press reports from Moscow indicate. 
The machines range from the simplest 
ten-key hand adding machine to elec- 
tronic computers and are mobilized in 
what is variously termed “machine 
calculating stations” and “counting 
mills” which perform all office compu- 
tations from simple accounting to 
astronomical predictions, the Moscow 
reports showed. 


Moscow reports that producers of 
computers, and punched card machines 
for accounting analysis, are more than 
quadrupling output in accordance with 


the present five-year program of the 
government. This new five-year plan, 
adopted in 1956 and ending in 1960, 
also projected the establishment of 
what it termed “SOO new machine cal- 
culating stations and counting mills, 
and about 2000 machine calculating 
offices, as well as the considerable ex- 
pansion of stations and offices presently 
in operation.” 

According to the reports, each such 
machine calculating station does the 
office accounting for an industrial plant 
employing 3,000 workers and upwards; 
each counting mill is a centralized ac- 
counting office for severai business or- 
ganizations. This kind of office is 
equipped with modern electronic and 
electromechanical sorting-tabulating 
machines that do the whole range of 


Although the 
U.S.S.R. is mech- 
anizing its indus- 
trial office work, 
many stores still 
use the abacus, 
shown here on the 
counter of a Ukr- 
ainian consumers’ 
cooperative. 


Sovfoto 
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Colorful Cummins Plastic invites readership, commands 
attention, helps sell sales material, reports and presenta- 
tions. Pages turn easily, lie flat, are easier to read and 
have that professionally-bound appearance. Designed 
for operation by anyone without special training, Cummins 
precision plastic binding and punching equipment is 
easy to set and perfectly safe, always ready for binding 
when you need it. Plastic Binding Material by Cummins 
is available in ten smart colors and in popular ring cen- 
ters and diameters. Make sure your booklets ... one, ten 
or athousand ...are ready when you need them. They're 
bound to be accepted because they're bound to sell 
with Cummins! 


_ Cummins is the nation’s leader in paper punching 
equipment, and has been for more than 70 years. 


with Cummins 
"do-it-yourself" 
plastic binding! 


Send for informative 

new booklet describ- 

ing Cummins Plastic 

Material, Plastic 
; Binding and Plastic 
i Binding Equipment. 


SEMI-AUTOMATIC SPEED BINDER DESK-A-LECTRIC PUNCH 

Fast, effortless binding made pos- Hand punching bottlenecks elimi- 
sible with exclusive automatic re- nated, entire plastic binding process 
lease, convenient plastic material quickened with a fraction of the effort. 
feed tray, quick dial setting Automatic performance Quaranteed. 


Cummins-Chicago Corporation 
4740 N. Ravenswood Ave. Chicago 40, Ill. 


For More Information Circle No. 355 


Tue Orrice—July, 1957 





The Olivetti Lexikon has a number 
of very special qualities, some imme- 
diately apparent, others less so. The 
crisp, clear beauty of its typing, the 
pleasing look of its simple lines— 
these the eye can hardly miss from the 
first. With greater familiarity comes 
a full appreciation of the Lexikon’s 
“gentled” key action, which cushions 
the touch and accelerates the type 
bar to produce sharp typescript with 
minimum typing effort. And it will 
literally take years to know the full 
merit of Olivetti’s unique roller bear- 
ing carriage glide—for it will preserve 
the Lexikon’s perfect typing align- 
ment almost indefinitely. 


Olivetti office typewriters are guar- 
anteed for 12 months instead of the 
usual 90 days. Have you also seen 
Olivetti’s electric and portable type- 
writers? Hand, electric and duplex 
adding machines? Single and double 
register printing calculators? Ac- 
counting and posting machines? Re- 
markably dependable, Olivetti 
machines require a minimum of 
maintenance; service and spare parts 
are quickly available through dealers 
in all 48 states. Branch offices and 
showrooms in New York, Chicago 
and San Francisco. Olivetti Corpo- 
ration of America, 580 Fifth Avenue, 
New York 36, New York. 


olivetti 


For More Information Circle No. 205 
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Control panel of a 
small electronic 
computer, built by 
the Power Institute 
of the U.S.S.R. 
Academy of Sci- 
ences. 





accounting operations carried out under 
a punched card system. 

The machine-calculating office, on the 
other hand, is a small scale center serv- 
ing lesser agencies. Equipped with 
ordinary adding, calculating, data print- 
ing and typing machines, this type of 
office handles bookkeeping and com- 
puting services for business involving 
less than 3000 employees. 

A second point of emphasis in the 
Moscow trade press reports is that use 
of machine calculating methods is being 
rapidly extended from simple book- 
keeping to business management. An 
article in Vestnik Maschinostroenie 
(Machinery Herald), mouthpiece of the 
Ministry of Machine Building which 
manages the production of the Russian 
line of business machines, stated: 

“Until recent years bookkeeping was 
almost the sole field in which calculat- 
ing machines were being applied, more 
specifically only to separate bookkeep- 
ing operations like payroll accounting, 
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materials inventory and so forth; but 
at present two new fields for the efficient 
use of calculating machines have been 
quite clearly established: (1) economic 
planning; and (2) engineering and de- 
signing estimates.” , 

The Moscow journal went on to cite 
several examples from current practice 
at Soviet industrial plants. By means 
of machine calculating stations, it said, 
many machine building plants in Russia 
have “mechanized estimates in manage- 
ment planning of production, keeping 
track of the flow of details in the proc- 
ess of manufacture and doing technical- 
economic analyses. 

“Mechanization of rate-making esti- 
mates,” the journal continued, “has 
very important theoretical and practical 
importance for all problems in_ the 
mechanization of planning and has at 
present taken shape as a separate, very 
fruitful and promising trend in the use 
of calculating machines at industrial 
plants. The experience of the First 


87 





State Ball Bearing Works in Moscow, 
where this trend originated, shows that 
mechanization of rate-making estimates 
permits doing away with duplication in 
the work done by the planning, the 
accounting and other offices on the 
basis of rate utilization data. The tech- 
nical-financial production plan of the 
plant and the fiscal plans of the shops 
are drawn up on the basis of the ma- 
chine calculating station’s data on the 
loading of equipment, the material re- 
quirements, the hour rates, the wages 
and other rated expenditures. 

“When rate - making estimates are 
mechanized, the machine calculating 
station, usually regarded as an append- 
age of the chief bookkeeper, begins ac- 
tively to service the chief technical ex- 
pert, the planning and production de- 
partments and the supply department.” 

Another field which the machine cal- 


culating stations are entering is to sup- 


plement the slide rule in drafting 
rooms, by what is termed the “mech- 
anization of engineering-technical and 
design estimates.” Experience gained 


in this field is said to show that “cal- 
culating-analytical machines (chiefly 80- 
column models in combination with a 
multiplying perforator) and also elec- 
tronic digital calculators, electrointegra- 
tors and problem computers, can be 
utilized for engineering and design es- 
timates.” Special problem solving com- 
puters for various engineering jobs are 
reportedly now in process of develop- 
ment at the Leningrad Institute of Pre- 
cision Mechanics & Optics. 

A third point being made in the 
Moscow trade Press reports on current 
use of mechanized accounting methods 
is that the business machine offices, 
which have been established, have much 
spare time on their hands and are not 
fully occupied. Recent statistics are 
cited showing that equipment at ma- 
chine calculating stations is occupied 
“only about 5 hours per day” and that 
“the workload does not usually exceed 
50% to 60% of capacity.” 

A major reason given for the sub- 
capacity operation is that, at many 
places, the business machine offices are 


Perforating Eng- 
lish text on paper 
tape for translation 
into Russian by an 
electronic _ digital 
computer in Mos- 
cow (see THE OF- 
FICE, Marck 
1957, page 148). 


Sovfoto 
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For More Information 
Circle No. 177 


Distributors in Principal Cities. 
Regional Offices: New York, 425 
Park Avenue, Plaza 3-6692 
Chicago, 226 N. LaSalle Street, 
STate 1-1383 e Los Angeles, 
3563 Wilshire Boulevard, 
DUnkirk 5-2881. 


SEND FOR FULL-COLOR ALL-COPY TEST PATTERN 


— 


i 


a NDs dacpcaccsscuse 


when what you want is this 


The truth about copy machine demonstrations: Uniess 
it's a true photocopier—such as Copease®—you will draw a 
blank on % of your general office copying! 

Only a true photocopier such as Copease can handle the full 
range of your office copying. So-called ‘all-electric’ copy ma- 
chines cannot, for although such machines run on electricity (as 
do all copiers), the copying is not actually done “by electricity 
alone.”’ This type of copy is produced by a heat process—a process 
that fails in % of general office copying cases. They are only 
part-time copiers, unable to copy many common office instruments 
such as spirit duplications, ball point, fountain pen ink, colored 
pencils, and stamp inks. 

There is nothing more dangerous or unsatisfactory copywise 
than a copy which is not a true and compiete copy of the original. COPEASE 


Gentlemen: I'd like to have a free 3-day trial of Copease in my 


Please send free test pattern and literature 
FREED SA PE RESETS — POE 


Prove this for yourself—test run that copier now with CORPORATION 

new all-copy test pattern. It's all there—every material 

in office use. Run that test pattern through the Copease Photo- 425 Park Avenue, 

copier and see at a glance what it can do, how sharp and clear 

the images are. Send today for FREE Test Pattern, prepared by New York 22, N.Y. 
office copying experts. Box 0-7 


: Sopeneynnn aang j ete 





Print true solids, 
finest details and 
+ difficult halftones 


on your duplicator 
press! 


Are the jobs you print on your dupli- 
Cator presses as tough as the one shown 
above—combining extremely delicate 
linework with large, unbroken solid 
areas and difficult halftones? You can 
match this quality with 3M Brand 
Photo Offset Plates. 

There’s no line too fine for 3M 
Plates even on reverse printing because 
their flawless surface makes micro- 
scopic perfection possible. The fact is: 
only a perfectly-smooth surface reproduces 
everything in the original negative 
faithfully. The finest lines and most 
dificult halftones remain clean and 
unbroken because there’s no grain or 


AWARD WINNER 
This 18-page, one-color 
booklet printed by Volk- 
mer Litho Co., Overland 
Park, Kansas, on a 1250 
Multilith was a winner in 
the Ist Quarter 3M Ex- 
cellence of Lithography 
Competition—chosen 
from examples of out- 
standing quality lithog- 
raphy in the U.S. 


uneven surface to help break them up 
or distort them. 

Solids come through deep, rich, per- 
fect because smooth-surfaced 3M Plates 
are chemically water receptive —ink 
emulsification problems are virtually 
eliminated. Next time run a Cleaner, 
smoother job on the truly economical 
plates preferred by 8 out of 10 users of 
presensitized plates—the 3M Brand. 


PROOF OF 3M QUALITY — ask your 3M Plate 
salesman to see 1st Quarter Award Winners 
in the 3M Excellence of Lithography Com- 
petition—or, write ELC, Dept. ER-77S, 
Minnesota Mining and Manufacturing Co., 
St. Paul 6, Minnesota. 


3M Photo Offset Plates 


com | 


eeeanc™ 


"3M" is a registered trademark of Minnesota Mining and Manvfacturing 
Company, Saint Paul 6, Minnesota. cou Export: 99 Park Avenue, 
New York 16, New York. In Canada: P 


. Box 757, London, Ontario, 
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still engaged primarily in doing book- 
keeping work chiefly on payrolls. They 
operate on a rush basis for two to three 
days of peakloads around paydays at 
the middle and the end of the month, 
with much time and very little to do 
during the remainder of the month. 
“The main way out of this situation,” 
editorialized a Moscow business ma- 
chine expert N. G. Levinson in one re- 
port, “is to convert the machine cal- 
culating station from an appendage of 
chief bookkeepers into an organization 
that effectively and actively assists busi- 
ness managers in running industry on 
the basis of the modern technology of 
management. In a practical sense, this 
will bring about capacity operation of 
the machine calculating stations at in- 
dustrial plants all the time, and a tran- 
sition from a bi-weekly to a daily 


rhythm of work.” 

Envisaged under the capacity opera- 
tion program, aimed at the fullest use 
of the high speed electronic computers, 
is the working up of a daily progress 
report to management on the following 


kind of data. Levinson said that the 
calculating machines could take up the 
slack and fill in their operating day 
when used to work up: 

“(1) a daily summary of gross out- 
put in rate-hours according to products 
made (main items, outside and inside 
orders) by shops and sections, for the 
expired day, and a cumulative summary 
from the beginning of the month; 

“(2) a daily balance sheet of details 
in uncompleted production in the 
shops; start in first operation a with 
cumulative summary from start of 
month for each detail and series; out- 
put from last operation 5 in the same 
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indices and scrap c, also with cumula- 
tive summary: a — b + c; these data 
are essential for the planning control 
departments; 

“(3) a daily summary of production 
vs. quota for every shift by individual 
workers, for the section of a foreman 
as a whole, and for the shop; to be 
formed on the basis of what are called 
‘standing lists’; 

“(4) a summary on scrap work (to 
be presented every three days, daily or 
weekly) by section, aisle, and shop ac- 
cording to kind of product, with details 
and causes, drawn up on the basis of 
reports on scrap; 

“(5) every ten days a summary of 
the workload on plant equipment for 
each machine tool in quota-hours, with 
consideration of the factor of quota 
fulfillment for each given kind of ma- 
chine operation.” 

The electronic computers are evi- 
dently being geared into the production 
process at Russian plants with the ob- 
ject of giving industrial managers an 
accounting tool that keeps daily tab on 
factory operation, and takes full ad- 
vantage of the efficient modern office 
machines to “improve industrial man- 
agement organization and cut down ex- 
penses,” as Levinson commented in the 
Moscow journal. 

The reform in Russian office work 
that modern business machines are 
causing is accordingly seen to involve 
(1) formation of specialized computing 
offices, (2) branching out from book- 
keeping to planning and engineering, 
and (3) opening up new avenues for 
high speed accounting to keep pace with 
the modern trend toward fully auto- 
mated factory production. 





Better in every way 
for typewritten copies — 


PUL $i on 


2 | u j Cc kK er No lost time separately counting carbons and second 


sheets and then aligning them. Copies extracted from 
carbons in one simple motion. 


ee as § &= i Simplified counting of pre-aligned sets... just count 


number required and place with the original or 
letterhead. 


Cc | e a ri con r No smudging of carbon - + « every Copy is sharp, clean 


and extremely legible. Typists keep cleaner too . . . 
no need to handle carbon surface. 


~~ afe r The positive method for producing typewritten copies. 


Every copy is usable . . . no throw-aways and re- 
typing because of poor impressions. 


C h om a 2 &* r The speed and ease with which the finest quality type- 


written copies are produced using Huron Copysette 
means substantial savings in both time and money. 


Write today for address of the stationer nearest you handling Huron Copysette. 


7 ee spy Os 
PORT HURON SULPHITE & PAPER CO. STATIONERS ... We invite your inquiries. Send for 


Port Huron, Michigan samples, descriptive literature, and price list. 
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Some companies 
have solved one 
PR problem by 
regularly issuing 
a special fact sheet 
about company 
affairs which is 
circulated to office 
people to keep 
them informed. 


Eastman Kodak’s Verifax Signet Copier 


Include Office Employees 
In Your Public Relations 


UBLIC RELATIONS is everyone’s 
job, the PR men say. That’s true, 
of course, but too many times the of- 
fice force is left out of public relations 
thinking. Not entirely, naturally, as 
there are attempts through telephone 
technique, letter writing improvement, 
etc., to be sure that the office staff re- 
members to treat the customers kindly. 
But the larger aspects of public relations 
are generally ignored by office manage- 
ment. 
Take the idea of community contacts, 
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GEORGE C, BODDIGER 


for example. Do you encourage your 
employees to belong to the volunteer 
fire department, be active in the PTA, 
serve on the school board, belong to a 
service club, teach Sunday School, even 
run for political posts that require only 
part-time duty? 

Long ago those wise practitioners of 
the art of selling — the life insurance 
companies — taught their salesmen to 
take active part in the community. 
They were encouraged to refrain from 
soliciting the men they met in these 





Ewing Galloway, N. Y. 


Tell your employees 
what you would like 
them to do. Give them 
the information they’ll 
need to do the job well. 


activities. But this brought the salesmen 
and their company into prominent .and 
favorable notice by the public — that 
body of people who are customers. 


In your company, salesmen may have 
been taught the same thing. But what 
about that large group of interested, im- 
portant people who comprise your of- 


fice staff? As workers with a stake in 
the future of your enterprise, they can 
perform the same kind of successful 
community service as the salesmen, and 


94 


Keep workers 
abreast of com- 
pany operations 
with advance cop- 
ies of the annual 
report. 


A. Devaney, Inc., N. Y. 


with the same favorable results for the 
firm. Even though these workers are 
not out soliciting orders, their contacts 
will keep your name before the public 
and help to smooth the way for your 
salesman, your advertising, or just build 
a good company reputation. 

Office people make good representa- 
tives of a company. Often they are 
well-informed on the details of how 
their organization works. They know 
its top executives, and the general atti- 
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your company is judged 
by the office you keep! 
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Cole’s Modular Steel Desks... 


With good offite space ata 
premium, expanding fitms are using 


» A > Cole Steel to gain greater per square foot 
y, efficiency out of existing quarters. 
SS Cole Modulars are designed with 
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(* COLE -STE EL) Cole Stee! Equipment Co., Inc.» 415 Madison Ave., New York 17, N.Y. - Canada: 329 Dufferin St., Toronto, Ont. 








tude and objectives of the firm because 
their work brings them into contact 
with such information. 

There’s a place where you can help, 
though. If your office employees are 
not kept well informed about company 
products, sales campaigns, advertising 
promotions, and the other current ma- 
jor objectives of your business, they 
will be unable to discuss them intelli- 
gently with outsiders. Some companies 
have solved this problem by regularly 
issuing a fact sheet about company af- 
fairs which is circulated to office people 
to keep them informed. Then, when 
talk turns to your company, 
your office associates are ready with 
the right answers—plus a boost for 
their company. 

Total sales in the area, total payroll 
in your community, total purchases in 
the community, taxes paid locally, num- 


outside 


ber of people employed here and why, 
what other plants or branches are do- 
ing, why the new expansion is going to 
be only so muth—or much more than 
expected, reasons for a price increase, 
the truth about company benefit plans 
such as vacations, insurance, cafeteria 
meals, etc., why Mr. Big (the president) 


couldn’t head the Community Chest 


drive this year, what Mr. Big was ac- 
tually doing in Washington last week, 
In communities of all sizes, 
people are more interested in you than 


and so on. 


you believe, but they want the truth. 

Everyone’s a prospect, some 
manager said. More truthfully it might 
be paraphrased, every contact is a pub- 
lic relations opportunity. To make the 
most of it, you must make the contact 
—and know the answers. 

Office people are known not to be 
As a result, people believe 


sales 


salesmen. 


Russell Maguire 
(left), publisher of 
The American 
Mercury, recently 
presented Free 
Enterprise Awards 
to these business 
executives who had 
“achieved success, 
despite adversity, 
through industry, 
sacrifice and eth- 
ics, symbolizing the 
success possible 
under our free en- 
terprise system.” 
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ANYONE can do 
NOW PROFESSIONAL QUALITY 
PLASTIC BINDING! 


with these HAND-OPERATED 


Phase! 





Model 24 
Punching Unit 


Pr 2%, ai, 


Model 24 
pages fast and easy Binding Unit 
with powerful SHEARING ACTION! 





Just insert cover and pages 
- pull lever . . it’s PLASTICO-BOUND! 


Imagine 


being able to produce genuine PLASTICO-bound aditon; 
catalogs, etc. — right in your own office! Single copies . 
dozens ... hundreds — these two handy machines will give 
your literature extra prestige and selling power by adding 
colorful PLASTICO Bindings. Rugged, compact, and easy to 
use, PLASTICO hand-operated units are “at home” in every 
office or business — pay for themselves in savings of time and 
binding costs. 


FRE Colorful 8-page booklet tells you how to get more out of your printed literature. 
Fill out and mail this coupon TODAY! For More Information Circle No. 316 


pi eee nam may oe NR 


Wo "BINDING CORPORATION. 


Originators of Plastic Binding in America 
732 Sherman St ee 5, Ill. © 15 West 24th St., New York 10, N. Y. 


Stic BINDING CORPORATION 
Dept. 732 Sherman St., Chicago 5, Illinois 


Please rush FREE BOOKLET giving me full information 
about the new PLASTICO Hand-Operated Punching and 
Binding Units for office use. 


Name Title 
Firm 


Address 





what they have to say. You should be 
using this valuable asset. 

Don’t overlook, either, the effect on 
the office people of letting them in on 
the fact that you want them to meet 
with people outside your company. 
Giving them the necessary data to be 
informed conversationalists on the com- 
pany is an effective way of adding force 
to your suggestions that they take part 
in community activities. 

Much is said about communications, 
human relations, making people feel 
important, etc. Much of what is said 
is good. But there is no substitute for 
actually giving people a vital role in 
the broadest phases of your business. 
Tell them what you would like them 
to do. Give them the information 
necessary to do it well. You'll be sur- 
prised at how much they can influence 
the opinion of the public about you and 
your company. 


Steno-Shield 


BEN SUNBURY 


<6 OOD MORNING. Is Mr. Pres- 
ton in?” 

“Yes sir. But he’s in conference. ’'m 
Miss Osborne, his secretary. Perhaps I 
can help you.” 

“No, thank you. I'll wait.” 

“Sir, I hate to discourage you, but 
it’s an important conference. Might take 
all day.” 

“He couldn’t be interrupted .. .” 

“Pm afraid not. Staff meeting to dis- 
cuss the next annual report. You know 
how that goes .. .” 


98 


Office people are frequently repre- 
sented as introverted, shy, unimagina- 
tive folks whose only concern is col- 
lecting the paycheck, shuffling papers, 
and adding up columns of figures. Not 
so, and you know it, if you stop to 
look. There’s the accountant who has 
been an elder in the local church for 
years. There’s the billing clerk who was 
president of the PTA last year. There’s 
the young fellow in the supply room 
who’s taking public speaking at the lo- 
cal night school. 

Are these the kind of -people who 
can’t do a public relations job? Of 
course not! Show them you want them 
to make public contacts, give them the 
information, show them how it will be 
better for everyone, and you'll have a 
vital, vibrant volume of public relations 
spokesmen. 

Public relations is everyone’s job. Be 
sure your office staff is included. 


“Will 
called?” 

“Yes, sir. 
‘Bartlett’?” 

“Yes.” 

“Thomas Bartlett?” 

“That's right.” 

“Why, Mr. Bartlett, you'll find Mr. 
Preston waiting for you in his car at 
the parking lot.” 

“Does he have his clubs with him?” 

“Yes, he’s all ready to go.” 

“Thank you!” 


you tell him Mr. Bartlett 


Oh, er-ah,—did you say 
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THE LEADING COMPANIES EVERYWHERE ARE ADOPTING COPYFLEX ONE-WRITING METHOD! 


Copyfiex Desk Top Mode! 110 copies originals 11” wide by any 
length, makes up to 300 letter-size copies per hour. Only $555. 
Other models available to copy originals up to 54” wide, 


; . Z ss 
Beatrice Foods Co., producers of famous Meadow Y T Cc s h th B 
Gold and La Choy Brand Foods, uses Copyfiex to ou, oo, an mas e 1 
speed and simplify sales reports and accounting 
paperwork. New entries are posted on originals 


o comin meer, 8 cok om este Paperwork Bottleneck! 


retyping of previously recorded data. 


Everywhere, alert companies like those described here are simpli- 
fying and speeding major business operations with the revolu- 
tionary one-writing method made possible by modern Copyflex 
copying machines. You surely can, too! 

With Copyflex, you write basic information only once—subse- 
quent paperwork needed to complete any systematized business 
operation is mechanically accomplished with Copyflex without 
costly, time-consuming clerical copying. This frees personnel for 
other important work, gives you tighter control of operations, 

National Electric Products Corporation, one of saves thousands of dollars. ; 
the country’s leading manufacturers of electrical Copyflex machines are clean, odorless, economical—letter-size 
wiring materials, uses Copyfiex to reproduce copies cost less than a penny each for materials. Copyflex will fit 
accounting reports directly from master work " ‘ P - 

sheets. Variable information is added or changed readily into your present systems. Mail coupon today—it can mean 
sathaeaann,f uname oars. cope at important savings for you! 

loss of time, or inaccuracies of clerical copying. 


YOURS FREE! New 16-page bookle}, ‘Shortcuts to Accounting”! 








Offices in 


Cities Charles Bruning Company, Inc., Dept. 72-G 
Ne. ps de 4700 Montrose Avenue, Chicago 41, Illinois 
Please send me: [) 


information on the Copyfiex process and ma- 


chines, [) the free 16-page booklet, “Shortcuts to Accounting”. 
typed written printed, 
written, prin ‘ 
or drawn on ordinary Nome Title te DE 
bg po mt paper 


Company 


CHARLES BRUNING COMPANY, INC., CHICAGO Abten — 
in Canada: Charles Bruning Co. (Canada) Ltd. a csniicuiiniinieiacains 
105 Church St., Toronis 1, Ontario 














—____ County__ State__ 





Ne me wee me ee we ee 





. For More Information Circle No. 274 
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| Annual NOMDA 
Convention in 
Pittsburgh 


(— 


D. L. Keeney Jr. 
NOMDA President 


HE PITTSBURGH CONVEN- 

TION and Trade Exhibit of the 
National Office Machine Dealers Assn. 
should be one of the best they have 
ever held, according to D. L. Keeney 
Jr.. NOMDA president. Certainly they 
have had some fine ones in recent years. 
This year’s will be held at the Penn- 
Sheraton Hotel, Pittsburgh, from June 
30 to July 3. 

Carl B. Jansen, nationally known in- 
dustrialist and president of the Dravo 
Corp., Pittsburgh, will be the leading 
speaker at the opening luncheon on 
Monday, July 1. 


Charles Chappell 
Convention 
Chairman 


An important innovation at this 
year’s meeting will be the Salesman- 
power panel discussion on Tuesday 
afternoon,. July 2. Another panel of 
great importance will be the one on 
electric typewriters, scheduled for Mon- 
day afternoon. The electric typewriter 
panel will be presided over by Robert 
Randazzo of Kansas City. Alfred Fox- 
croft of Los Angeles will take part, giv- 
ing general points of interest as an in- 
dependent dealer in electrics. Each of 
the American makes of machines will 
be represented by a retail dealer. C. 
Elmer Anderson, Pasadena, Calif., will 


Pittsburgh’s fa- 
mous Golden Tri- 
angle will be visit- 
ed by Nomdans at- 
tending their 32nd 
annual convention 
this month. 
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Arrow indicates how automatic feed 
swings away for loading tray or for 
hand feeding. (Inset) Exclusive, self- 
leveling stripper pin with optional 
blades for positive feeding of paper 
or card stock. 


Feed rollers slide together, center feed 
small forms, coupons, post cards, auto- 
matically. Segmented master clamp 
with blockout slot firmly grips all 
masters. Scale on drum and tray for 
positioning. 


IT GOES LIKE 
A BLUE STREAK 


NEW ERA MODEL 


5 


EVERYTHING YOU COULD WISH 
FOR IN A FLUID DUPLICATOR... 


answer to the copying problems of 
Business + Industry + Institutions 


This fabulous Standard Rocket Duplicator 
goes like a blue streak . . . goes smoothly, 
quietly, faultlessly. The last word in de- 
sign, it provides the fastest, most satisfac- 
tory method to reproduce rush notices and 
bulletins or to handle, in a single writing, 
all the copies necessary for purchasing, 
production, order-invoicing or for educa- 
tional purposes. With motor self-contained, 
it’s convenient to use on a desk, file top 
or table. Matching cabinet available, if 
desired. 

Standard, pioneer of fluid duplicating in 
America, with a proud reputation to up- 
hold, guarantees you a top quality dupli- 
cator at a most reasonable price. Write for 
literature or a demonstration. There’s no 
cost or obligation. 


For More 
Information 
Circle No. 174 


¢ > 
P) Duet” 


‘STANDARD DUPLICATING MACHINES CORPORATION, EVERETT 49. MASSACHUSETTS 





represent Royals, and Paul McWilliams 
of Little Rock, Ark., will talk on Smith- 
Coronas. Others are to be announced 
later. How to buy, how to sell, how to 
service and other phases of the electric 
typewriter will be thoroughly discussed. 

“We realize that office machine deal- 
ers must get into the electric field and 
get in fast,” commented Mr. Randazzo 
recently. “That is why we are giving 
such importance to this panel. We hope 
every dealer in the country will be on 
hand for this event as we want to en- 
lighten everyone just as far as possible 
on electrics. Not that we will have all 
the answers, but we know that many 
dealers can add a great deal to our in- 
formation and we want them all to par- 
ticipate.” 

NOMDA’s famous Idea Board will 
again make its appearance at the con- 
vention. This display of prize-winning 


ideas in display advertising, direct mail 
and sales promotional ideas has proved 
to be one of the most interesting parts 
of the annual convention. By seeing 
what dealers are doing in other parts 
of the country, dealers can take home 
usable ideas for their own business. In 
addition to the winning ads and ideas, 
there will be a collection of outstanding 
letterheads and envelopes. 

NOMDA’s current membership cam- 
paign to raise the total to 2000 has 
been hitting a fast stride with over 400 
dealers joining since the first of July 
last year. This is by far the largest 
number of additions to the roster that 
the association has ever enjoyed, and 
it is expected that, by the time the con- 
vention convenes in Pittsburgh, the goal 
will have been reached. Nicholas H. 
Fucci, a past president of NOMDA, 
took time out on a recent vacation in 





Addo-X Inc. 

R. C. Allen Business Machines, Inc. 

Alma Office Machine Corp. 

American Carbon Paper Mfg. Co. 

American Dictating Machine Co. 

American Voss Corp. 

Ames Supply Co. 

Atlas Stencil Files Corp. 

Badger, Inc. 

Barrett Adding Machine Div., 
Lanston Industries, Inc. 

Burroughs Corp. 

Check Writer Co. 

Clary Corp. 

Codo Mfg. Corp. 

DeJur-Amsco Corp. 

Elliott Addressing Machine Co. 

Ennis Tag & Salesbook Co. 

Facit, Inc. 

Gestetner Duplicator Corp. 

Haskell, Inc. 

Hennus Co. 

Heyer Corp. 

Ideas, Inc. 

Indiana Cash Drawer Co. 

Infra Electronic Corp. 

Inter-Continental Trading Corp. 





Exhibitors at NOMDA Convention 


Morse Typewriter Co. 


National Cash Register Co. 
Olivetti Corp. of America 
Pacific Instruments Corp. 
Paillard Products, Inc. 

Pearl Engraving Corp. 
Print-O-Matic Co. 

Regna Cash Registers, Inc. 
Remington Rand Diy., Sperry Rand Corp. 
Rex-Rotary Distributing Corp. 
Rochester Ribbon & Carbon Co. 
Royal McBee Corp. 
Shipman-Ward Mfg. Co. 
Smith-Corona, Inc. 
Spveed-O-Print Corp. 

H. A. Stegar Co. 

Swift Business Machines Corp. 
Tiffany Stand Co. 

Typesales, Inc. 

Typewriter Distributors, Inc. 
Typewriter Equipment Co. 
Underwood Corp. 

Utility Supply Co. 

Victor Adding Machine Co. 
Victoria Arduino Corp. 

Wells Chair Corp. 

Widmer Time Recorder Co. 
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this 
REX RECORDER 
disc 


GUARANTEES 


you more dictation 
for LESS money... 
and we can prove it! 


* 
cae aes 


ON THE. . TN-3 
ex=-Recorder 


DICTATING/TRANSCRIBING MACHINE (one UNIT FOR BOTH OPERATIONS) 


You can now have a true magnetic (no needle) dictating/transcribing machine 
with the miracle magic eraser—and SAVE APPROXIMATELY $70 PER MACHINE 
as compared to purchase price of other major dictating machines. The new REX 
RECORDER IN-3 is the finest machine of its kind ever made—WITH THOUSANDS 
OF SATISFIED CUSTOMERS. all over the world. The NEW roll-tape-tear-off auto- 
matic indexing system, is the finest and most efficient system devised . . . and 
a REX RECORDER TN-3 exclusive. You get perfect and instantaneous place loca- 
tion and visibility. 


Only REX RECORDER TN-3 combines the mag- 
netic recording principle with dictating machine 
system efficiency for maximum hi-fidelity repro- 
duction. 

Four years of use by SINGLE MACHINE USERS 
AND LARGE CORPORATIONS using as many as 
400 REX RECORDERS has proven that the REX 
RECORDER is one of the most repair free ma- 
chines for dictating and transcribing. 


EXCLUSIVE NATIONAL ISTRIBUTOR 


The MAGIC ERASER—permits re-use of the un- 
breakable REX RECORDER disc more than 10,000 
times. MAGNETIC (no Needle) RECORDING. 
No Stylus to wear, no scratchy dictation. 

Single word back spacing. Dictate and transcribe 
on one machine. Light and easy to carry. Speaker 
playback in microphone. Automatic push-button 
operation. Excellent for conferences and close 
talk. 


AMERICAN DICTATING MACHING ra sectaserig aS. 


65 Madison v e New York 


ESTAB LISHED 


New Yor e MUr ill -3554 
1923 


For More Information Circle No. 354 
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AT LAST! A STEEL FILE AT THE COST 


OF CORRUGATED BOXES AND STEEL SHELVING OR LESS.... 


A cluttered cardboard storage room such 
as this, is a costly waste of space and 
employee time that you can’t afford. 


Nylo Glide record files save 40% or more in 
valuable floor space and the accessibility of 
RFI files saves you valuable employee time. 


pss 


Record Files, Inc. ad g These nylon bearing smooth 
provide file room lay- ~ : operating files are available 

out and installation, plus in any size. No waste space f” 
a record retention schedule, —inside or out. Designed to 

free of charge, with each order. fit the records they hold. 


SAVE TIME — SPACE and INCREASE EFFICIENCY with RFI’s STEEL RECORD 
FILES. Let RFI assist you in creating a clean, efficient file room area with 
Nylo-Glide files, at or less than the cost of shelving and corrugated boxes. 


RECORD FILES, INC. ! 
- RECORD FILES, INC. 
P. 0. BOX 581 WOOSTER, OHIO ’ 

: | P. 0. BOX 581 Oe totiide files 


Please have your nearest representative 

stop and see us at his convenience. | WOOSTER, OHIO = cates a om 
under a great load 
or pressure. 


Nylon bearings prevent — 
cause drawers to work easily 
while under heavy load. 





For More Information Circle No. 234 
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NOMDA Convention Program 
SUNDAY, JUNE 30 


9am. Registration for Manufacturers. 
10 a.m. Registration for Dealers. 
Exhibits open until 9 p.m. 
Meeting of the Board of Directors. 


MONDAY, JULY 1 

Exhibits Open. Registration Continues. 

CASH REGISTER PANEL: Jack Burton, Pittsburgh, presiding. 
Luncheon honoring Harold Steinke, NOMDA Vice President. 
Invocation by Rev. James T. Orr, Presbyterian Church of 
Dormont. Welcome to Pittsburgh by Mayor David L. Lawrence. 
Response by NOMDA President, D. L. Keeney Jr. Speaker: 
Carl B. Jansen, President, Dravo Corp., Pittsburgh. 

Members’ Business Meeting. Report of Nominating Committee. 

ELECTRIC TYPEWRITER PANEL: Robert Randazzo, Kansas 
City, presiding. 

Buses leave for Colonial Manor, dinner and entertainment. 


TUESDAY, JULY 2 
Exhibits Open. Registration Continues. 
awards and Idea Board. 
DUPLICATOR PANEL. 
Luncheon honoring awards winners and executive committee. 
Harry Van Zant, NOMDA Treasurer, presiding. 
Members’ Business Meeting. Election of officers. 
SALESMANPOWER PANEL. 
Meeting of the Board of Directors. 


WEDNESDAY, JULY 3 


Exhibits Open. President’s Breakfast for Presidents and Sec- 
retaries of Local Associations. 

BOOKKEEPING MACHINE PANEL: David C. Silvers, presid- 
ing. 

Luncheon: Charles Meyers, NOMDA Secretary, presiding. 
Presentation of prizes to membership drive winners. 
ADVERTISING PANEL: Dean Leininger, presiding. 

Meeting of the Board of Directors. 

Annual Banquet and Dance: C. Elmer Anderson, Master of 
Ceremonies. 


1:30 p.m. 


9 a.m. 
9:30 a.m. 
12:30 p.m. 


2:45 p.m. 
3 p.m. 


6 p.m. 


9 a.m. Display of winning 


9:30 a.m, 
12:30 p.m. 


:25 p.m, 


1 
2:15 p.m. 
4:30 p.m. 


9 a.m, 
9:30 a.m. 


12:30 p.m. 
1:30 p.m. 
2:30 p.m. 
4:30 p.m. 

7 p.m. 











Hawaii to sign up 18 new members 
there. The membership drive prizes, 
for which members are competing, will 
be awarded at the convention. 


bonfire. The event will be held at 
Colonial Manor. This entertainment 
feature has been patterned after the 
Denver meeting where the folks enjoyed 


One of the most picturesque spots 
around Pittsburgh has been selected for 
the Monday night festivities which will 
feature a buffet dinner, show, dancing 
and community singing around a big 
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this type of outdoor activity for the 
first time. Many requests have been re- 
ceived for a repeat of the 1955 evening. 
An orchestra will provide dance music 
after several vaudeville acts. 





New Twin-Pak ribbon comes 
rolled in two cases. Nothing to 


wind! Nothing to thread! 


Now...changing a ribbon is so 
clean and easy you can do it 
with white gloves on! 


Siririry carers 

22 @ © © @ ©. «4s 
wiswere eh eo ke 
‘ete xSceveeteeun. =: = 


It’s a snap! Lift out the old Twin-Pak 
...drop in the new. And look—no more 
smudgy fingers! 
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Softest touch in typing! 


Even the ribbon is easy to change on the 


new improved ROYAL ELECTRIC with Twin-Pak 


It’s like the difference between “‘patting’’ and ‘“‘punch- 
ing,’’ typing on the new Royal Electric. Your secretary 
gives letters a crisp “book-look’”’ almost effortlessly. 

Her fingers fly faster...relaxed all day long 
because it takes less than two ounces to press down a 
key. Less than three ounces to depress the carriage 
return key. It’s the softest touch in typing. 

And new Twin-Pak makes ribbon changing so 
easy, you’re always sure of a sharp, clean impression. 

Fact is, this new Royal is 4 times easier to operate 
than a non-electric typewriter. No other typewriter 
even comes close to its easy speed and convenience. 
Nor to its smart new lines and beauty. 

Take your pick of office-brightening Cameo Pink, 
Sandstone, Sea Blue, Willow Green or Pearl Gray. 

Why not plan now to dress up your letters? 

And help your secretary whip through those rush 
jobs, as well as her regular typing. Free her for other 
duties. Call your Royal Representative today for a 
one week free office trial. 


R UYAL electric 


Product of Royal McBee Corporation, world’s largest manufacturer of typewriters 


For More Information Circle No. 233 
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Steady Dividends... 


are paid by Cramer equipment, engineered to serve year 
after year with little or no maintenance and no thought | 
of replacement. Here is a partial list of Cramer quality 
products, all reliable long-term investments for every 
department of your business: 


CRAMER Posture Chairs 

for every seated worker, from clerk to president... 
VAULTS comfortable, easily adjusted, correctly designed; 

as practical and as luxurious as you please... 

CRAMER Hi-Model Chairs 

for every worker who “sits high”; designers, 

examiners, engineers, cashiers, clerks, draftsmen, 

CUE. 000 


CRAMER Production Chairs 
in high and low models, padded or unpadded, with 
easy adjustments and day-long comfort for 
production workers... 





CRAMER Office Machine Stands 
for the safe support of complex office machines, 
with rigid frames and sure-footed Safety Domes 
which “lock” securely to the floor... 


THAT PAY OFF. YEAR AFTER YEAR 


CRAMER Stools and Stop-Steps 
for safe and sure.ups-and-downs in filing and 
parts departments, vaults, libraries, etc., many with 
Safety Domes to hold firm at the lightest step. 

















RECEPTION ROOMS ) 
ASSEMBLY LINE nin 
| YF | Parts DEPARTMENT 


ape! =; 
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CRAMER POSTURE CHAIR CO., INC., 1205 CHARLOTTE, KANSAS CITY 6, MO 
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Writing Programs from the board and new strips are in- 
(Continued from page 77) serted. Corrections are made by remov- 


is written, completed strips are re- ing the strip containing the incorrect 
moved, after numbering in sequence, material and by replacing it with a 


REARRANGED FOR CONVENIENCE 
l 





PROBL Em 4 
or | para | mar lop. asonev.| / 


























[ Loc l [ Loc ] 
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COMTI oo or) 


FORM wo. t.. 867 PRINTED In USA 



































Alternate method is to prepare a printed tabulating card for each instruction. 





WILL NOT REMOVE 
SKIN OILS 


LITHO-TEX /\ 
with 
pe > €°) Bag 3 
Cromwe.t Printery, Inc. 


ROTARY DEPT. THE MOST EFFECTIVE ONE STEP WASH UP 
ALBANY 1, WN. Y. FOR ALL RUBBER ROLLERS AND BLANKETS. 
LITHO-TEX with Skin conditioner TEXOLITE 
will remove dried ink, gum, glaze, scale, 
pigments, and all foreign substances from 
surfaces and pores of rollers 

| also contains 
OUR NEW FACE KRYOLITE THE ANTI-OXIDANT RESTORES TACKINESS 


a4 TO ROLLERS FOR PROPER INK RECEPTIVITY, TRANS- 
The type face used for the text of this | FER AND PREVENTS STRIPPING 


issue of THE OFFICE is Linotype Times | Harmless to all types of rollers and plates. 
Roman. It was designed by Stanley Mori- No residue or bad odor. 
son for the London Times, based on the | ee ee TUE ; 

, ‘ on-Toxic, contains no. dangerous chemicals 
recommendations of the Medical Research Non-explosive, FLASH POINT 130°. 
Council and ophthalmic surgeons for legi- N.Y.F.D. C. of A. No. 2207 
bility, and produced by Mergenthaler | 
Linotype Co. The new type makes THE | Soe SO8 ee SANs. 4 COT. OF7 
OFFICE easier and more enjoyable to | 540) Bie ric). 7-1. /11e 


read, and therefore more useful to you. CORPORATION 
133 Prince St., New York, N. Y 
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LANSDALE 


PRODUCTS o A ‘ 
CORP. new strip giving the correct detail. 


The strips shown do not contain the 
remarks column of the planning chart. 

Lansdale, “e 
FASTENS ALL TYPES OF Penna. They could, however, be lengthened to 


PAPERS SECURELY AND NEATLY ; > a eet ‘ allen ine . 
One Outlay—No Clips to Bay! -————— include this element and also include 


USE "'TENDERFOOT" | 2 2Fe@ to indicate the subsequent key- 


the-new-Tepe Stanners 61:20-de. punching and verification of the in- 
- ieee inert Type ""ALWAYS" clean structions. 
se "*Dee-R-Tee“* dry tool $1.10, for Royal $1.20 ar 
‘ Our second method is illustrated by 
the tabulating card shown. We prepared 
a preprinted card showing the detail of 
. one line of the planning chart. Each 
half the time-with Ne ag Sa Rag eR 
CORRES FILE ® instruction In Is case 18 written on 
a separate card and flexibility is pro- 
I love it!” ; inserti 
ese * vided by removing or inserting cards 
at will. The disadvantage here, how- 
ever, is that one cannot readily visual- 
ize a group of instructions in their 
proper order. The cards can, of course, 
be splayed out and held in the splayed 
out position, but there is some incon- 
venience in using them this way. The 
first method does not present this 
CORRES-FILE increases efficiency — saves | @WKwardness in use. 
time (50%) and money—improves employee 


morale, by taking the file clerk out of the 
Jaboring class! PATENTED 


Saves 
TIME, LABOR and — 
up to 40% in SPACE! 


Effective Tools for 
Effective Management 


WASSELL ORGANIZATION, INC. 
Westport, Conn 


! Phone Westport, CA 7-4111, or mail coupon. 
: Please send free Booklet on CORRES-FILE 


Box 568 
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“1 do laborless filing, in 














1 
' 

1 Company 
; Address 

1 0 “I have to hang up now, Marsha. It’s 


For More Information Circle No. 359 


time to go home.” 
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© Forty-six telephone companies 
are using Tickometers to count and 


imprint on toll charge slips, and get 


@ In thousands of companies, routine repetitive jobs 
such as counting, stamping, consecutive numbering, 
cancelling, coding, signing checks and receipts, have 
been taken over by the Tickometer—which does these 
jobs far faster, with substantial savings in payroll time. 
e@ The Tickometer is fast, can count and/or mark up to 
1,000 items a minute —checks, cards, coupons, sales and 
production slips, tickets, tags, product labels. It has 
innumerable uses. And it is so accurate banks use it to 
count currency! 
© Easy to set up and use, the Tickometer can be used 
by anybody. Feeds and stacks automatically, 
registers partial or full totals, and 
can be set for a predetermined count. 
@ You can rent or buy a Tickometer. 
Service from 297 points, coast to 
coast. Ask the nearest Pitney- Bowes 
office to show you. Or send the 
coupon for free illustrated booklet 


and case studies of actual savings. 


* 
= Pitney-Bowes PITNEY-Bowes, INC. 

= 3429 Walnut Street * 
ing | } : i | Stamford, Conn. o 
Sseaial i " —_ 


oer 
- 


(CD Send free Tickometer booklet & case studies 
Counting & Imprinting Machine 
Made by originators of the postage meter 
++. Offices in 102 cities in U.S. and Canada Address 


Name_ 
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Since Gutenberg invented the movable 
type, printing has gone a long way... 
beautiful reproductions are now made 
in this highly developed art. 


science and printing 


Electronics entered the field of stencil 
duplicating and virtually made a printing 
press out of the Rex-Rotary D-280. 
Electro-Rex will electronically cut a stencil 
from any type of graphic matter... 

the moment you need it. 

Combination of the famous fully automatic 
Rex-Rotary D-280 and Electro-Rex 

enables anyone in your office to reproduce 
anything in graphic art...and you 

get your printing faster than ever before. 


Ask for a free demonstration and an 
Electro-Rex ABC booklet at no charge. 


DISTRIBUTING CORP. 


387 FOURTH AVENUE 
NEW YORK 16, W. Y. 
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ROUNDUP of day-to-day em- 


A ployee problems and how they 
were handled by management. Each in- 


Right or Wrong 


cident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed. 


Can You Fire a Competent Employee Because 


She Cannot Get Along With the Other Girls? 


What Happened: 

Alice Hardy was tops as a worker 
—but she couldn’t get along with the 
others. She was eccentric and snooty. 
The other girls were hostile. She made 
no effort to win their friendship or 
conform in any way to the rest of the 
group. After a while there were so 
many snide remarks flying back and 
forth, and so much conniving and bick- 
ering, that the previously pleasant work 
group turned into an armed camp. 
Talks all around by the supervisor did 
no good. So he discharged Alice as 
“unsatisfactory” because she damaged 
the morale of the others. He maintained 
that: 

1. Everything had been fine among 
the employees before Alice started to 
work there. 

2. Teamwork and group effort were 
essential, and Alice had been a dis- 
turbing and disruptive influence. 

Alice retorted: 

1. She did a darn good job and 
there were records to prove it. 

2. If the other girls didn’t like her, 
that was their lookout, not hers. 

3. Since she wasn’t employed as a 
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social director, she didn’t see what 
getting along with the other girls had 
to do with her employment. 


Was the Employee: 
RIGHT [| WRONG [| 


WHAT ARBITRATOR PAUL PRA- 
SOW RULED: ‘“@he burden of com- 
patability would seem to fall more 
heavily on Alice than on the others. In 
the work situation, perhaps more than 








in outside relationships, the individual 
must adjust relatively well to the 
group, or tensions will be created that 
interfere with efficiency and produc- 
tivity. Alice’s personal drives inter- 
fered with her satisfactory adjustment 


both to the group with whom she 
worked and to the work requirement 
itself. In both these areas, Alice’s lack 
of adjustment caused her to be ‘un- 
satisfactory.’ The supervisor appears to 
be within his rights in removing her.” 


Can You Make a Worker Retire at 65 When the 
Contract Says Nothing About Retirement? 


What Happened: 

The company removed John Marnik 
from the payroll because he had 
reached the compulsory retirement age 
of 65. This had long been the com- 
pany policy, though there was nothing 
in the contract about retirement. Mar- 
nik objected, and this became the first 
formal grievance on the subject. Said 
Marnik: 

1. The contract said nothing about 
retirement, so the company couldn’t 
take him off the payroll except for lay- 
off or for cause. 

2. Some workers had been kept on 
after they reached 65. 

3. The company has no right to set 
a compulsory retirement age. 

The company argued: 

1. It had long been their regular 
policy (known to everybody) of retir- 
ing workers at 65. 

2. The exceptions were due to the 
labor shortage during World War I 
and the Korean War. 

3. Since the contract didn’t say any- 
thing about retirement, it had the right 
to set a compulsory retirement age. 


Was the Company: 
RIGHT [| WRONG [} 


WHAT ARBITRATOR JOSEPH SHIS- 
TER RULED: “Where the contract is 
silent, the issue must be received by an 
appeal of that logic and equity which 
takes full account of the interests of 
both parties. Such an appeal leads to 
this response: the company does have 
the right to establish a compulsory re- 
tirement age for its employees provided 
that it can demonstrate that such a 
policy is not unreasonable. In the ab- 
sence of a standardized compulsory re- 
tirement age, the company would have 
to judge each case separately. Not only 
would that impose an undue administra- 
tive burden on the company, but it 
would inject considerable subjectivity 
into the problem, with the result that 
grievances and arbitration would be 
encouraged. The logic behind the com- 
pany policy is reinforced by well es- 
tablished precedent. Ever since the 
union obtained bargaining rights, and 
long before that, the company has pur- 
sued a policy of compulsory retirement 
at age 65. True, ten workers were 
employed by the company beyond that 
age. But all these cases involved spe- 
cial circumstances which warranted the 
company action, and in no way con- 
tradicted the general policy of com- 
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adding ae Ww. 


Live Keyboard* with keytouch adjustable to each operator! 





Saves up to 50% hand motion—and effort! Never before 
have so many time-and-effort-saving features been placed 
on one adding machine. 


Every key operates the motor—so you can now forget the 
motor bar. No more of those back-and-forth hand motions! 


Keys are instantly adjustable to each operator's touch! No 
wonder operators are so enthusiastic about it. They do 
their work faster with up to 50% /ess effort! 


“Live’’ Keyboard with Adjustable Keytouch p/us 8 other 
time-saving features are combined only on the amazing 
National Adding Machine! 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


989 OFFICES IN 94 COUNTRIES 


A National Adding Machine 
pays for itself with the time-and- 
effort it saves, continues savings 
as yearly profit. See a demon- 
stration, today, on your own 
work. Call the nearest National 
branch office or dealer. 


TRADE MARK REG. U.S. PA’ or. 


jeer pr aenati eaee  n b N Sk 
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pulsory retirement at 65. Is 65 a 
reasonable age for retirement? What- 
ever the psychological, economic or 
sociological shortcomings of this figure, 


the irrefutable fact is that it is in wide- 
spread, almost universal, use as a bench- 
mark for retirement in America. The 
grievance is denied.” 


May Office Workers Take a Plant Inventory 
When Plant Workers are on Layoff? 


What Happened: 

Once a year the company took in- 
ventory. It was general policy for fac- 
tory employees to do this work. How- 
ever, business had fallen off quite a 
bit, and the plant was shut down until 
conditions improved. During the shut- 
down, office employees were still on 
the job. When inventory time came, 
the company assigned several office em- 
ployees to count stock. This took three 
days. 

When the plant reopened, the factory 
workers discovered that office employees 
had taken inventory. They filed a 
grievance and, when the company re- 
fused their claim, the case went to 
arbitration. The plant workers claimed 
that they had priority on inventory- 
taking because they had always done 
it in the past. The company answered 


that the factory workers were on lay- 
off, and it was not obligated to call 
them in for inventory work because 
stock-taking was not part of their 
regular job. 


Was the Company: 
RIGHT [) WRONG [|] 


WHAT ARBITRATOR LEONARD 
E. LINDQUIST ruled: “As a matter 
of custom, production employees have 
been assigned the job of counting and 
re-arranging the stock during inventory 
period. This has been part of their 
job in the past and it is my conclusion 
that they should have been called in 
for inventory. Even though the plant 
was shut down, those on layoff were 
still regular employees and should be 
given an opportunity to work in ac- 
cordance with seniority.” 
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Always higher 
in quality... 





Only “SCOTCH” 
Cellophane Tape gives 
you the unique AIR 


CUSHION CORE... 
Look for it! 











This distinctive corrugated core on 
commercial rolls of ‘““Scorcn’”’ Brand 
tape is important to you. It keeps 
your tape in top condition for easy 
unwind, prevents bothersome “‘tele- 
scoping”’ and resultant waste of tape. 


The AIR CUSHION CORE 
is another exclusive quality 
feature of 


’ The term “SCOTCH” is a registered trademark of Minnesota Mining and Manufacturing Company, 
St. Paul 6, Minn. Export Sales Office: 99 Park Ave., New York 16, N.Y. In Canada: P.O. Box 757, 
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“MATIC”: 
means INCREASED 


OFFICE EFFICIENCY 
.. autoMATICally 


MO 


Oar, 


DUO-MATIC 
POSTING TRAYS AND 
STANDS . .-. Tray 
models for sheet sizes 
from 7” x 11” to 
12” x 12”. Stands 
available in skeleton, 
fully enclosed or with 
Filing Drawer. 


Back to School 
For Executives 


USINESSMEN leaving their 

offices for classrooms in universi- 
ties to train for higher executive posts 
opened by current expanded organiza- 
tional planning and decentralization 
within industry. Thirty-two companies 
reported to the National Industrial Con- 
ference Board that they have sent a 
total of 1800 men to at least 27 differ- 
ent executive development 
and the results are such that the firms 
will continue the practice. 


are 


courses, 


All courses studied by the board last 
from two weeks to less than a full aca- 
demic year, are not open to regular 
students, require full-time study and 
classwork, and are conducted on recog- 


| nized college campuses. The executives 


PORTA-MATIC 


Trays available in 


12”, 14%”, 18", and 
23%,” lengths and ten 
widths from 5” to 17” 
Lightweight... 
Portable. 


NN 


TILTO-MATIC 


Five sizes for al! stand- 

ard register and sales 

book forms. 
V-MATIC Tray 


Ideal housing for writing 
board and machine 
accounting records requiring 
small capacity. Eight sizes. 


Write for 
prices and literature 


POSTING EQUIPMENT CORP. 
1026 Niagara St., Buffalo 13, N. Y 


Canadian Representative: J. J. 


Carter Agencies, 90! Yonge Street, Toronto 5, Ont.| 


For More Information Circle No. 362 
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spend most of five to six days a week 
in class, then retire to library or dor- 
mitory to prepare their homework. One 
thing executives like about the idea is 
their association with their peers from 
other companies. These contacts lead 
to an exchange of ideas and viewpoints. 

Vital executive positions must 
filled within the next two-to-ten years 
by men capable of assuming heavy re- 
sponsibility, and 


be 


these development 


| courses are part of many companies’ 


programs to produce the men. Man- 


| agement has recognized that general 
| administrative ability is more valuable, 


to those in the higher echelons, than 
specialized knowledge. Corporate tax 
levels have made it relatively easy for 
companies to spend money on these 
courses, and the colleges gain by the 
financial support from business. 
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its new ADP order-billing-shipping system 


The Company’s original method involved 
manual calculating, writing, checking, 
and copying operations in various depart- 
ments during normal order processing. 
Whenever changes were incorporated, the 
entire order was reprocessed. Cards were 
manually key-punched, making secondary 
controls necessary. 


Automated Data Processing eliminated 
these disadvantages. It provided faster 
processing, machine calculation, accu- 
racy, and cost control with a minimum of 
manual operations. 


The new ADP system uses a 9-part Moore 
Production-Acknowledgment-Shipping 
Order as the initiating form. The Order 
is typed on an IBM Typewriter Tape 
Punch which automatically produces a by- 
product punched tape for conversion to 
punched cards. The cards prepare all 
subsequent records... including the In- 
voice and Statement. 


The Moore man, using Moore facilities, 
helped the Company’s systems men in the 
scientific design and construction of the 
forms that fit the Automated Data Proc- 
essing system. The Moore forms are: a 
9-part Speediset Production-Acknowledg- 
ment-Shipping Order; an 8-part Speediflo 
Invoice Form; a 2-part Continuous NCR 
Statement; an 8-part Continuous Margi- If you would like to read the details in 


" : A this booklet, write on your Company 
nal Punched Stock Goods Order-Invoice. letterhead to the Moore Office nearest you 


MOORE BUSINESS FORMS 


Inc 


NIAGARA FALLS, N.Y. + DENTON, TEX. + EMERYVILLE, CALIF. 


Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories throughout Canada, U.S., Mexico, Caribbean and Central America. 
For More Information Circle No. 217 
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Try to 
Avoid 
Surprises 


tc 



































Se erAVe 


B. W. ELSOM 


Director of Employee Services, Boston Store, Milwaukee 


VOID SURPRISES, whenever pos- 
Aan by telling your workers in 
advance about coming changes that will 
affect them. Surprise is the enemy of 
good morale. No one likes to have 
changes made suddenly in working con- 
ditions which affect him, without hav- 
ing been told in advance about the 
change or the reasons for it. 

Explaining the reason is particularly 
important. A person’s first reaction is 
usually to resist change. You can avoid 
some of this resistance by explaining 
the reasons for the change. This should 
be done, if possible, in advance of the 
change, so that the workers can think 
it over, talk it over, and get themselves 
mentally prepared for the change. 

Often executives fail to tell workers 
of coming changes because they fear 
there will be objections and gripes. 
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Such a course of action is merely post- 
poning the issue. If there are going to 
be objections, it is usually best to face 
them before you make the change. Fail- 
ing to tell the workers of a change, in 
advance, will not serve to remove the 
objections. It merely puts them off 
until such time as the change is made. 

There are two reasons why it is best 
to give the workers a chance to air 
their objections before a change is made. 
First, some of their objections may be 
reasonable and sensible. If so, perhaps 
the proposed change can be modified in 
such a way as to eliminate these objec- 
tions. Second, if the change has to be 
made regardless of objections, the 
workers will at least feel better about 
the matter if they have known about 
it in advance, and have had an oppor- 
tunity to express their opinions about it. 
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Another reason why the IBM is your best electric typewriter buy: 


IBM gives you the 
most dependable performance 


with 
its 
service! 


The IBM is the world’s simplest elec- 
tric in design and operation, the most 
dependable in performance. That’s 
why, with the IBM, loss of valuable 
office time because of breakdown is 
kept to a minimum. In addition, the 
IBM helps turn out more and better 
typing in less time to help boost office 
efficiency. 

Like anything mechanical, though, 








your IBM Electric will perform best 
when it receives expert care and 
servicing. And that’s when you’ll be 
doubly glad you chose IBM —because 
IBM’s famous factory-trained Cus- 
tomer Engineers are noted for their 
prompt, efficient, courteous service. 
Also, IBM’s dependable periodic in- 
spection program helps keep mainte- 
nance costs to a minimum. 


ELECTRIC 
TYPEWRITERS | —OU7SELL ALL OTHER ELECTRICS COMBINED / 


For More Information Circle No. 198 
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This Baltimore Business Form 
may be all the Automation you need/ 


Salesman writes order, invoice, 
delivery receipt, accounts receiv- 
able, auditing copies all at one time 
This Handyset Form (above) is auto- 
mation-in-disguise for many thriving 
businesses. Designed with the help of a 
Baltimore Business Forms expert, it’s 
helping many companies reduce clerical 
errorsandoperational costs. It’s delivered 
with carbons inserted and ready for 
writing. At point of sale, salesman not 
only makes original record but the deliv- 
ery receipt and invoice as well... your 
overall operation is simplified. 


New forms are being designed every 
day by Baltimore Business Forms “sys- 
tem planners.”’ Take advantage of their 
years of experience. Have our local 
representative check your operation for 
new cost-cutting, through better business 
forms planning! 


Free samples and recommendations are 
yours on request, no obligation. Call 
your Baltimore Business Forms repre- 
sentative listed in the Yellow Pages 
or write direct to: THe BALTmMorE 
Business Forms Co., Dept. A, 3144 
Frederick Ave., Baltimore 29, Maryland. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


For More Information Circle No. 230 
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SPE when folded the EMBEE ..., 


LOVES She'll fall in love with this speedy little 

Davidson EMBEE Folder—and why not? It frees 

MAIL her from hand-folding chores... lets her keep 
up with productive work. 

The EMBEE will save you money, too! 

a Eliminates hidden hand-folding costs. 

/ | | AS It folds, scores, slits, perforates! 

It reduces space needed for paper 

storage... folds accurately and 

uniformly ... insures prompt 

mailing schedules. 


Model 360 eee. ye me, See a 


for sheets up to 13%” x 27”. CT «Demonstration 


DAVIDSON "—-\, 





(7 Arrange demonstration (j Send EMBEE literature 
Name 


Firm 





Text set in Linotype * Headings in ProType 


@... CORPORATION, ; *'eet 
A Subsidiary of Mergenthaler Linotype Company 
29 RYERSON STREET, BROOKLYN 5S, NEW YORK 
Distrib in all principal cities 





Zone State 








a 
For More Information Circle No, 246 
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ACCOUNTING MACHINE 

Monroe Calculating Machine Co., Or- 
ange, N.J., announces the President, B 
Series, three-register accounting machine, 
a radical departure in design and appear- 
ance from its predecessors. On an original 
statement and ledger accounts receivable 
application, the machine is able to trans- 
fer balances to the statement the first time 
an account is activated during the month, 
eliminating the need for transferring bal- 
ances to new statements in a_ separate 
operation at the beginning of each month. 


The machine also offers simplified error 
correction. The minus bar is, in effect, a 
reverse entry bar, making it possible to 
correct errors quickly and simply. Mod- 
erately priced for the average business, the 
President is flexible enough to handle sev- 
eral jobs, and is equipped with selector 
knobs for instantaneous program changes. 
It has extra capacity to allow for future 
needs of a growing business. The Presi- 
dent also offers a visible carriage with 
easy form insertion, fully automatic bal- 
ances and sub-balance, automatic carriage 
opening and closing and Monroe’s Velvet 
Touch keyboard. Machine capacity: 11 
column keyboard; listing SY 79,999,- 
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999.99: totaling 79,999,999.99 positive and 
10,000,000.00 negative; 8 to the inch hori- 
zontal printing; 18%” automatic cross 
tabulating front insertion carriage with 
motor: return. Full journal, 3-7/16” tape 
journal optional. For More Information 
Circle No. 134. 


TAB CHECKS ON FORMS 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., makes Piggy-Back 
Electronic Checks which are side-stub 
pre-punched tabulating card checks at- 
tached to continuous forms. The side- 
stub (instead of top-stub) checks permit 
use of all types of tabulating equipment: 
Remington Rand, IBM, Burroughs, book- 
keeping machines, Teletypewriters, etc. 














By traveling as in integral part upon the 
continuous form, this Piggy-Back check 


simplifies and speeds accounts payable 
systems. Differing from the original Elec- 
tronic Check with top stub, traveling on 
the first part of a form set, the side-stub 
check is tabbed to the second part, and 
gets the benefit of a clear, sharp carbon- 
written image, like the carbon - ribbon 
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“write” of Executive Model electric type- 
writers. Positioning under the first part 
prevents the outward swing of the check, 
lets forms roll easily into, and back out 
of, machines. In addition to providing 
extra form depth for voucher space, the 
side-stub construction also costs less, and 
cuts approximately 30 days from produc- 
tion time, permitting earlier deliveries. 
For More Information Circle No. 107. 


STORAGE FILE 


Bankers Box Co., Dept. O-7, 2607 
North 25th Ave., Franklin Park, IIl., 
makes the R-Kive File, designed and de- 
veloped from customer ideas, latest prac- 
tices in record storage, and this manufac- 
turer’s 39 years’ experience in record stor- 
age products. The R-Kive File combines 
two files in one. It can be used to file 
either letter or legal size records. For let- 
ter size records, the 12” width is used, 
while legal size records are filed length- 
wise. Lightweight for easy portability with 


convenient carrying openings. in front and 
back. Simple indexing area provides quick 
reference and fast finding. Attractive, prac- 
tical appearance of Bankers Gray fade- 
proof finish with modern design patterned 
cover. The R-Kive File is 12” wide, 15” 
long and 10” deep. Shipped flat in stand- 
ard cartons of 2 and 24, the file sets up 
quickly — no tapes, staples or fasteners 
required. Interlocking the flaps of the 
patented bottom construction forms a 
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strong, secure container. The separate flip 
lid is easily removed. For More Informa- 
tion Circle No. 109. 


FLUID DUPLICATORS 


Ditto, Inc., 6876 N. McCormick Road, 
Chicago 45, Ill., makes the Ditto D-70 
line of Direct (liquid or spirit) Process 
duplicators which include an 18” wide 
drum, push-button intermittent paper feed, 
and fully adjustable feeding and receiving 


* 


trays that eliminate the need for auxiliary 
guides or feeding attachments. In addition 
to the 18” electric model, a 9” electric 
model and an 18” hand-operated model 
will be available in 60 days. The 18” drum 
machine will accept paper of any size from 
3” x 5” to 18” x 14”. On both 9” and 
18” models, fully adjustable side guides 
and feeder wheels permit any position to 
be used on the feeding tray. Guides are 
reversible for handling long or short paper. 
No auxiliary guides or feeding attach- 
ments are required. A push-button bar 
lets the operator shift from full auto- 
matic to intermittent paper feeding at a 
finger’s touch. This permits rapid, accu- 
rate feeding of single sheets or cards, often 
essential in systems work. Finished copies 
automatically fall into stacked alignment 
on the two-position receiving tray which 
can be adjusted to accommodate long or 
short sheets. Paper guides can be adjusted 
to receive copies fed from a corresponding 
position in the feed tray. Master clamp 
is divided into sections, each self-adjusting 
to varying or multiple thicknesses of pa- 
per. This simplifies handling variable mas- 
ters in systems work, and helps produce 





uniform copy strength over an entire sheet. 
A slot allows attaching magnetic block- 
outs. A two-in-one control lever -permits 
opening the master clamp with one motion, 
then closing it and starting machine with 
another. Positive registration of master to 
copy paper is provided by a knurled wheel 
in the drum which raises or lowers the 
master a maximum of %”. Folding or 
trimming the master is unnecessary. For 
maximum fluid economy, the 18” drum 
machine has selective fluid distribution: 20 
individual jets on the liquid tube. The 
operator can confine liquid distribution to 
the width of the copy area being dupli- 
cated, instead of using entire tube width. 
Visual liquid level shows how full the tank 
is at a glance. D-70 models have liquid 
control levers calibrated by paper sizes, so 
operator can use precise amount of fluid 
for the job at hand. Liquid and pressure 
levers are of the latch type for quick, ac- 
curate positioning without slipping. Ma- 
chines have a top speed of two copies a 
second, and can handle 500 sheets (full 
ream) at one time. They accept paper from 
13 lb. to card stock without adjustment. 
For positive non-slip, synchronized trans- 
mission of power, D-70 models use a tim- 
ing belt system which assures factory-set 
operating conditions throughout the life 
of the machine. For More Information 
Circle No. 113. 


ADDING MACHINE 


Remington Rand Div., Sperry Rand 
Corp., 315 Fourth Ave., New York 10, 
N. Y., makes the Remington Rand 93 
Electric Adding Machine which offers the 
new dexterity keyboard, a balanced com- 
bination of 10-key keyboard speed and sci- 
entifically designed square key tops, and 
complete feature key electrification. Fea- 
ture keys (subtract, multiply, non-add, cor- 
rection and total) are electrified for using 
the complete touch method of opera- 
tion. The sub-total lock allows single or 
continuous sub-totals, eliminating the nec- 
essity to depress the sub-total key each 
time a sub-total is desired during a series 
of listings. The elongated cipher bar, a 
full 3” long (over twice its former length), 
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is accessible from any angle. There is no 
need for the operator to move the tape 
up or down to check the listings because 
every figure is visible and clear through 
the transparent paper cutter. Totaling daily 


sales, invoice work, payroll preparation, 
stock count and checking bank statements, 
to mention a few, can be accomplished 
with speed, economy and accuracy with 
the versatile 93 Electric Adding Machine. 
For More Information Circle No. 105. 


DESK CALENDARS 

Keith Clark, Inc., 130 West 42nd St., 
New York 36, N. Y., announces that scuff- 
proof bases in modern office gray, mint 
green and desert tan colors, as well as rich 
walnut brown, have new angle incline for 
easier writing and maximum visibility on 
the complete line of 1958 Keith Clark 
calendars. The 1958 Keith Clark catalog 
shows the full line in attractive colors. 
Among the copyrighted calendar features 
are Schedule-A-Date, which gives future 
dates for days, weeks and months ahead 
up to a year in advance; the Work-A-Day 
calendar adapted for memorandum use 
with half-hour appointment scheduling; 
large numerals for current dates, holidays 
in red, each page consecutively numbered 
to show days past and days ahead. Calen- 
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dar pad refills are available in book or 
pad style to fit all standard bases and there 
is a style for every working need. Refill 


pads are now packaged in transparent 
DuPont Mylar to keep shelf stock fresh 
and clean. For a copy of the 1958 catalog, 
Circle No. 120. 


PORTABLE TYPEWRITER 

Inter-Continental Trading Corp., 90 
West St., New York 6, N. Y., announces 
the Olympia SF Lightweight Portable 
Typewriter which is of flat design, weigh- 
ing only 9 Ibs. 14 ozs. including its plastic 
or leatherette carrying case. It is easy to 
carry and so compact that it will fit into a 


Tue Orrice—July, 1957 


3” by 12” drawer or the average brief 
case. Machine has many outstanding fea- 
tures such as glare-free finger formed key- 
tops, standard key spacing, standard car- 
riage to accommodate 942” envelopes, 


three position linespacing, correcting space- 
bar, carriage lock, aligning guides and per- 


fect type alignment. Each Olympia SF 
Lightweight Portable is supplied with a 
light and attractive carrying case or, if 
desired, a handsome soft plastic case with 
zipper fastener and pockets for stationery 
at slightly higher cost. For More Informa- 
tion Circle No. 121. 


MODULAR 
DESKS 

Cole Steel Equip- 
ment Co., 415 
Madison Ave., New 
York 17, N.Y., an- 
nounces its line of 
Cole Modular Steel 
Desks which allow 
the user to gain 
greater per-square- 
foot efficiency in 
his present floor- 
space. The units 
are made in a wide 





range of sizes, styles and shapes for «se 
individually or in combination with exist- 
ing office equipment. Cole Modulars have 
interchangeable tops, panels and pedestals 
so that they can be regrouped at any time 
to meet changing layout requirements. 
Allow employees to work more efficiently 
and more comfortably. Made of heavy 
gauge steel to withstand severe use. Letter 
size drawers glide smoothly on ball bear- 
ing, full suspension arms. For More In- 
formation Circle No. 130. 


DIAZO COPYING MACHINE 


Technifax Corp., Holyoke, Mass., an- 
nounces a high output, high efficiency, am- 
monia-developing diazotype printer with 
electronically controlled speeds up to 125 
ft. per minute. This Technifax Hi-Q Diazo- 
processer is designed to meet the require- 
ments of high volume users of whiteprints. 
It produces prints from translucent mas- 
ters up to 54” in width. The high printing 
speed is made possible by the use of a 


new type of high pressure, mercury-vapor 
lamp, rated at 150 watts per inch. A new 
developing principle provides several times 
the previous machine capacity, insuring 
complete, uniform development or any 
diazo-sensitized material at any speed at 
which it can be printed. The printing cyl- 
inder readily slides out on the feedboard 
for easy cleaning the inside or outside of 
the cylinder, or for changing the lamp. 
Lamp wattage is adjustable by continuous 
control from 5,000 to 9,000 watts. The 
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8'2"-diameter cylinder has a new cooling 
system, permitting operation at a maxi- 
mum of 60°F. above room temperature. 
Two operators can work at the feedboard 
at the same time, printing materials up 
to 24” in width, with separate timing of 
two types of materials. Feedboard is con- 
tinuously adjustable to different depths for 
handling small or large tracings. Long 
tracings automatically roll up without core 
or spindle, ready for re-use. A motor- 
driven turret handles five rolls of sensi- 
tized material, up to 500 yds. long. Roils 
are brought into feed position by push- 
button control. Prints are delivered face-up 
at the front of the machine as well as at 
the rear, permitting continuous quality 
check by operator without touching prints. 
A Formica-topped trim table for contin- 
uous yardage is supplied as a part of the 
machine, built to customer’s specification, 
up to 10 ft. in length. Oversize blowers 
give high volume of air at low speed, ° 
thereby resulting in quiet operation. The 
entire machine is acoustically insulated 
and sound dampened. Every part is easy 
to reach for servicing. Overall dimensions 
are: 9454” wide, 7144” high, 8734” deep. 
Shipped in three easily assembled sections, 
each narrow enough to be moved through 
a 30” doorway. Uses 220 volts, single 
phase, 60 cycles, 90 amps. For More In- 
formation Circle No. 110. 


SPIRIT DUPLICATOR 


Rex-Rotary Distributing Corp., 287 
Fourth Ave., New York 16, N. Y., offers 
the Fordigraph 100 Spirit Duplicator 
which is easy to carry from office to home, 
from one department to another, between 
classrooms, etc. The streamlined portable 
container becomes an auto-feed duplicator 
when its two flap doors are opened. In 
spite of its space-saving design, the Fordi- 
graph 100 has all the desirable features of 
a modern duplicator. Fluid is contained 
in a transparent plastic cartridge, hidden 
behind an aircraft panel. This prevents 
any spilling of fluid to damage polish 
of furniture. A filled replacement cart- 
ridge is simply clipped in without wasting 
a drop. An automatic master clamp catches 
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or releases the master by a turn of the 
crank; fast and automatic positive paper 
feed from post card size to 9” x 14”; 
roller moistening for even, clear copies, 
printing almost to the top of the sheet; 
exact registration; fingertip fluid control 
for bright copies; self-aligning impression 
roller with five degrees of pressure con- 
trol; re-settable copy counter; paper guides 
which work independently or together are 
additional features of the machine. This 


strong and reliable duplicator has double- 
skin aircraft style steel panels which add 
to its beauty. The machine is dustproof 
when closed. The Fordigraph 100 has 
fewer parts, eliminating many friction 
points and service problems. Ball race 
bearings throughout secure longer life, 
smooth and silent working. Finished in 
two-tone color combination of tannish- 
gray and sky-blue, with a well-designed 
handle to make it easy to carry the 26% 
lb.-machine. Price is $149. For More In- 
formation Circle No. 135. 


BANK BOOKKEEPING MACHINE 


Burroughs Corp., Detroit 32, Mich., 
makes the Sensitronic high-speed bank 
bookkeeping machine which uses elec- 
tronic components and magnetic code 
stripes to perform most of the posting 
operations without assistance from an 
operator. Three magnetic code stripes on 
the back of the form store the account 
number, item count, account balance with 
sign, line selection, alert notice and code 
checking information. The smudge-proof 
stripes cover only 2/3” on the back of the 
form, allowing space for other printing 
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use. The Sensitronic can handle a variety 
of forms, permitting bankers to specify the 
printed results desired on the form. In a 
typical operation, the operator — seated 
before the single, compact keyboard — in- 
serts the statement form in the machine 
with one hand, simultaneously entering the 
account number and amount of the item, 
and depressing the appropriate motor bar 
with the other hand. All other operations 
—form alignment, posting line selection, 
account verification, old balance pickup, 
column selection, computing of new bal- 
ance and aggregate check count, printing 
of date, balances and count — are per- 
formed automatically. At the same time, 
the Sensitronic automatically enters the 


appropriate new information on the mag- 
netic code stripes and ejects the form, 
readying the machine for the next proc- 


essing operation. A sensing unit permits 
conversion from one function to another. 
By turning a control knob, the same ma- 
chine can be used for deposit accounting 
with automatic register totals, balance 
transfer, transcripts, trial balances and 
miscellaneous listing. An independent list- 
ing tape shows detail print for a wide 
range of miscellaneous figuring jobs. 
Rapidly set, dial-indexed dating contrels 
conserve keyboard space. Lock prevents 
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unauthorized changes of dates. A control 
instantly transforms the Sensitronic into 
a multiple-total adding-subtracting ma- 
chine. Status indication lights and machine 
stoppages guard against incorrect opera- 
tion. Reasons for stoppages are indicated 
by printed words on the lights. Errors are 
corrected by indexing the incorrect amount 
and depressing the proper correction key 
and motor bar. An easy-to-read activity 
counter dial automatically counts the 
number of accounts posted, providing in- 
stant production figures. For More In- 
formation Circle No. 114. 


MACHINE TIMER 


Moses Radio-Electronics Co., Box 58, 
Hartford 1, Conn., offers the Con-Trol- 
Ear which can be mounted on any office 
machine. It is connected by cable to the 
recording unit which indicates production 
on a Record-O-Chart; and total operating 
hours, in hundredths of an hour, on a 





Time-Teller non-resettable counter. A dry 
stylus is used on the recording chart to 
eliminate clogging pens and empty ink 
reservoirs. If not installed permanently 
on a machine, everything fits into a 22” 
x 10” x 17” carrying case weighing 21 Ibs., 
for making time studies of any machine 
in office or plant. For More Information 


Circle No. 128. 
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EXECUTIVE POSTURE CHAIR 


Precision Mfg. Co., 831 Chicago Ave., 
Evanston, Ill., makes Bevco executive pos- 
ture chairs with backs which give the user 
fitted support for both sitting and leaning 
over his desk. The back’s spring tension 
can be adjusted for firm or gentle pres- 
sure which follows the user as he moves 
forward or leans back, to prevent back- 
aches after a long working day. Bevco’s 


woven plastic, interlaced webbing uphol- 
stery is claimed to be more comfortable 
because it is resilient and allows ventila- 
tion for hours’ long sitting without per- 
spiring. Bevco claims this upholstery will 
outwear many other types and costs !ess 
to maintain. In case of accidental dam- 
age, individual straps can be replaced at 
nominal cost. The webbing comes in a 
choice of 13 colors which can be arranged 
in thousands of combinations for distinc- 
tive decor. All Bevco chairs have long- 
lasting tubular steel frames in choice of 
bright chrome, satin chrome or colored 
lacquer finishes to match any desk. Swivel 
models have top quality Seng bases with 
double row, oilless ball bearing casters, 
hooded to protect users’ shoes. Available 
in two seat sizes, adjustable six different 
ways, to fit persons of different statures; 
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and with either tubular or one-piece, cast 
For More Information 


aluminum bases. 
Circle No. 131. 


PUNCHED TAPE READERS 


Soroban Engineering, Inc., Box 338, 
Melbourne, Fla., makes three types of 
Paper Tape Readers. The clutch driven 
type normally operates at 30 characters a 
second. Solenoid driven models operate 
at 20 codes per second. A latch drive 


model can achieve speeds of up to 60 
characters a second. All are available 
either as dual reading units for reading 
two tapes in synchronism, or as single 
tape readers, for 5, 6, 7 or 8 channel 
tapes. Illustrated literature containing com- 
plete technical specifications is available. 
For More Information Circle No. 123. 
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FEEDER FOR 
ADDRESSERS 

Addressing Machine Co. 

of California, 667 Mission 

St., San Francisco 5, Calif., 

announces the Quik-Kard 

Feeder which will feed con- 

tinuous forms automatically 

and accurately through any 

model Addressograph or 

Speedaumat. The attachment 

can be installed in about five 

minutes and easily removed 

from one machine to an- 

other. Feeder has its own 

motor and it merely rests on the machine. 

It is activated and timed by a switch con- 

nected to the addressing machine. Rolls 

of labels can be fed from right to left or 

from front to rear, so that addresses may 

be end-to-end or one above the other. 

Pre-notched paper rolls provide for ac- 

curate alignment and positioning of ad- 

dresses without gain or loss even when 

thousands of impressions are made in one 

run. Feeder is self-adjusting and will 

automatically space paper from 1” to 5” 

to register it with the notches. Among 

the many uses for the feeder are feeding 

pressure-sensitive labels to record address 

changes in banks and department stores; 

feeding electronic-type tape in metal plate 

addressing machines for later application 

by automatic labeling machines. Tapes 

thus prepared may be used with tapes 

made on electronic printers and tabula- 

tors. The labeling machine, with no set-up 

change, handles tapes of this kind regard- 

less of how they are originated. Also feed- 

ing continuous credit cards, gummed labels 

for manual or automatic attachment to 

mailing pieces, continuous 3” x 5” file 

cards, Quik-Kard index cards for Ad- 

dressograph frames in continuous per- 

forated form, pre-notched and_ hole- 

punched mailer strips for labeling ma- 

chines. Special printed, notched and per- 

forated forms can be made to order, and 

many stock forms are available for im- 

mediate shipment. For More Information 
Circle No. 166. 





VISIBLE RECORD SYSTEMS 


H-O-N Co., Muscatine, Iowa, are ex- 
clusive U.S.A. distributors of the Shannon 
Systems line from London, England. They 
claim that wherever card records are main- 
tained, whether in a large or small busi- 
ness, visible record installations can be 


simply and practically installed. Clerical 
time spent maintaining the records is re- 
duced and the visible system gives the 


user ready access to much additional im- 
portant data. The company offers a full 
line of equipment including cabinets, 
panels, stands and books for both exposed 
cards and pockets, and also strip records, 
standard cards and special forms. Steel 
hinges and hangers are employed to sus- 
pend cards and pockets, insuring excellent 
lay back and performance. Franchised 
dealers are being established and distribu- 
tion expanded to all major trade areas. 
For More Information Circle No. 129. 


SELF-ADHESIVE LABELS 


W. H. Brady Co., 727 W. Glendale 
Ave., Milwaukee 9, Wis., makes self- 
sticking Write-On labels which take pen, 
pencil, ballpoint or typewritten copy and 
stick and stay stuck to any clean dry sur- 
face, but come off clean when purposely 
removed. Used for inspection, assembly, 
job status, calibration and maintenance in- 
formation, Brady Write-On labels speed 
operations and reduce errors. The labels 
come mounted on 9” pocket-size Blue 
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Streak dispenser cards that serve as a port- 
able writing board so that the user can 
write and apply the label on the spot. 
The dispenser card can be inserted in a 
typewriter for listing detailed copy. Labels 
are stocked in two different self-sticking 
materails: vinyl cloth and .003” aluminum 
foil. Colored pencils and inks give a highly 
visible contrasting legend to the message 
areas. Normal pressure of writing on the 
aluminum foil label imbeds the legend in 
the foil with a permanence that is difficult 
to alter without detection and these also 
are recommended for humid or oily atmo- 
spheres. 18 different types of labels are 


carried in stock. Stock legends like Re- 
jected, Accepted, Hold, etc. are furnished 
on vinyl cloth in bright identifying colors 
to aid inspection and calibration. Blank 
labels are stocked in vinyl cloth and 
aluminum foil in sizes from 4%” x 114” 
to 14%” x 1%”. Special labels of any size, 
shape or color can be made to customer’s 
specifications. For More Information Circle 
No. 156. 


SPIRIT MASTER UNIT 


Old Town Corp., Dept. 07, 750 Pacific 
St., Brooklyn 38, N. Y., announces their 
Kleen Snap Spirit Master Unit which 
keeps hands clean. The typist never touches 
the spirit carbon since the unit is com- 
pletely clean on all four sides. A double 
master sheet completely covers the carbon 
and, after preparation, the typist merely 
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Thousands of 
printers can 
supply Nekoosa 
Papers... 

more than 

135 Nekoosa 
Paper Merchants 
distribute them. 


IN CHICAGO 


and from 
coast to coast... 


 Yehoose. 


PAPERS |=: 


your printer! 





Nekoosa Bond « Nekoosa Ledger e Nekoosa Duplicator « Nekoosa Mimeo « Nekoosa Manifold 
Nekoosa Offset « Nekoosa Opaque e Nekoosa Master-Lucent e and companion ARDOR Papers 


NEKOOSA-EDWARDS PAPER COMPANY e PORT EDWARDS, WISCONSIN 


For More Information Circle No. 317 
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Cut costs up to 90% 
with the Macey Collator 


Gathers up to 3,000 sets an hour 


—4 times faster than by hand! 


The Macey Collator does a boring, 
tedious job efficiently and cheaply. 
Users report savings as much as 90% 
of payroll costs formerly spent on 
hand collating. The Macey saves 
wasteful diversion of high priced 
office personnel from their regular 
jobs; also avoids overtime, and the 
extra expense of a standby crew for 
assembling; gets important printed 
material distributed earlier. 

The Collator is used to assemble 
bulletins, instruction sheets, office 
forms, price lists, stock records, 
catalogs, operating and sales manuals, 
dealer aids, publicity releases, book 
signatures, mailings, photographs, 
samples, plans, photostats, plastic 
sheets, etc. 

It performs the widest variety of 


services for manufacturers, retailers, 

wholesalers, insurance companies, 

universities and schools, printers, 

government agencies and the Armed 

Forces ... for personnel, inventory, 

accounting, sales, service, advertising 

and research departments. And the 

savings it makes in time and overtime 
are major savings. 

Your nearest PB office will make 

a quick survey of your collating 

requirements, without obligation. If 

you need a Macey Collator, your 

savings will soon pay for it. 

Phone, write or send 

coupon for 

our free 

illustrated 


Available 
vailable booklet and 


in 4, 8, 12, 


or 16 stations case studies. 
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e Assembles items of varied sizes and 


weights, ranging from onionskin to 
one-eighth inch board. 


e@ Fully automatic. Suction feed gives 
positive control of every sheet. Sets are 


Sold and Serviced by 


Pitney-Bowes 


Branch offices in 102 cities 
in the United States and Canada 


Collates 
up to 
3,000 

an hour 


automatically checked for 

thickness; faulty material 

stops machine, and signal light 

shows point of stoppage. 

© Handles sheets as small as 3 by 5 

inches; and as large as 12 by 17 inches 
depending on model. 

@ Easy to load. Has large capacity, 

about 3,000 sheets of letterhead weight. 

@ Has optional extras—stacker, oscillat- 

ing delivery unit, and wire-fed stapler. 

© Pitney-Bowes service from 302 cities, 

coast to coast. 


PITNEY-BOWES 
3402A Crosby St., Stamford, Conn. 


Send free illustrated booklet and case 
studies. 


Name____ 


Address 


For More Information Circle No. 320 
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Print Large Solids 


ON TISSUES, COATED AND GUMMED | 
por) 6PAPERS WITHOUT | 


h 
Multilit! 4 Prt 


Mus. Dic STICKING TO 


PRESS BLANKET 
Rubber Ejector Rollers” 


They guarantee grip and ejection by 
holding paper firmly against impres- 
sion cylinder. Helps prevent wrinkling. 
Delivers finished print job flat, straight; 
no twisting, no buckling. Rubbers are 
interchangeable; last 

for months of con- 

stant use. 3 minutes 

to install. 10 day 

money-back guar- 

* wees 


314°: 1300-2066 $24.95 
ome Extra rubbers 25¢ 
White for folder. 
Rubber Ejector Roller Company 
46 Mortimer Ave., Bahylon, WN. Y. 
For More Information Circle No. 295 


KLEEN-ALL® 


Newly CLEANSING CREAM 
Improved 


*es6. 6 
Foreign 
Pats. Pend 


Now packed in 
unbreakable 
beautiful Yo Ib. 
and 1 Ib. 
PLASTIC 
CONTAINERS 


For 
Removing 
e All pong 


° Spirt oF Carbon 
& Ribbon 
Sales 
e Mimeograph 
e Multigraph 
¢ Ball Point Pen 
Ink Stains CONTAINS LANOLIN 
KLEEN-ALL will not em = eee harden or shrin 
while wae | on your shelf, NCONDITIONALLY 
GUARANTEED FOR one YEA 
We also manufacture iin quality Sorumatents 


Our products can be oe through your local supply 


Kieen-All removes stains fast. 
Leaves hands soft and smooth. Does 
discolor fingernail 
polish, A 100% pure cream—no 
filler used. a Hi no impurities 
which have to be hidden with color. 
The SNOW WHITE cleansing cream 
made solely of cosmetic ingredients. 
Can be used for removing stains 
from clothes. 


not remove ite 


Write for price list aa "FREE 2 oz. sample jar. 


KRAYER MANUFACTURING CO., Inc. 


542-548 Pine Street Elizabeth 1, N. J 
For More Information Circle No. 296 
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snaps the stub at the bottom, releasing 


| the carbon for immediate and clean dis- 


posal. Old Town Kleen Snap Master Units 
in addition to complete cleanliness, copy 
brilliance and length of run, have many 
extra features: indicia printing on the face 


| of the master; easy-to-use guide lines, ver- 


tical and horizontal typewriter spacing; 
complete instructions for typing, dupli- 
cating and filing printed on the back of 
each master; double fold-over master sheet 
which acts as a backing sheet and permits 
clean handling, clean filing and re-run- 
ning. For More Information Circle No. 
138. 


TRANSLUCENT MASTER PAPER 


Paterson Parchment Paper Co., “page 
offers a colorful brochure of 84%” 

samples of Patapar Translucent Parch- 
ment for testing on direct print copy 
(diazo) machines. Patapar Translucent 
Parchment is made in several weights for 
special purposes. There is a new, heavier 


Pa., 
11” 


Gn ao tee meastog 


card stock for bank statements, insurance 
record cards, stock exchange statements, 
college transcripts and wherever a rigid 
card stock with a high degree of trans- 
lucency is required. Among the advantages 
claimed for these master papers are speed- 
ier operation and utmost clarity of copies. 
For the free demonstration folder and 
samples, Circle No. 163. 
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| COMPANY | 








LITHOPLATE, INC. 





Dur Kator 


tized alumin 


: um offset plates 
senst 
“only 37¢ 


JUST INTRODUCED AND 


| ALREADY A BIG HIT FROM 


COAST TO COAST! HERE’S WHY! 


e Longest running plate on market 
e Easier, faster processing 

e Cleaner halftones 

e Sharper line work 

e Better solids 

e Easy-to-check Black Image 

e Exclusive Micro-Surfacing 


You'll be astonished at the ‘‘professional 
quality’ of every job produced on 4 new 
DupliKator Offset Plate. No other plate 
for duplicating machines works better, 
processes easier or runs longer. Yet 
DupliKator Plates cost 30% less than 
the average all-metal plate: Have you 
tried the new DupliKator yet? 

Send coupon. 


A Harris Subsidiary 
278 N. Arden Drive, El Monte, California 


ate, inc., 278 No. Arden Drive, El Monte, Calif. 

end titerature on New Duplikator pilates 
g a Der onstrat on 

rran e for Free 


Lithop! 


(0 Please s 
oO Please 4 


Name oe ecg 


company-—— 


— 


address———_ 


eo———Ss 
Your Dealer's Name—~ a 


address ——a SC cr Moe 





OFFICE FLUORESCENT LAMP 


Sunray Products Corp., Warren, Pa., 
announces Sunray Rip-L-Lite fluorescent 
lamps which are designed to reduce eye- 
strain in offices and improve seeing. This 
is accomplished by reducing the glare 
factor in the lamp itself, and combining 
lamps of different tints to meet the par- 
ticular requirements of the workers. Dif- 
ferent lamps are available for general 
lighting, desk lamps, employee lounges 
and drafting rooms. More usable light is 
obtained from each lamp since louvered 
or glass covered fixtures are unnecessary. 
In addition to eliminating 90% of the 
glare, Sunray lamps are color corrected 
to make colors appear as they would under 
natural, northern sky daylight. This is 
said to make it easier to read small type 
and operate office machines more effi- 


TRI-PLY-AND WHY! 


Versatile Erasers for Typists 


ciently with reduced fatigue. A desk-top 
demonstration is offered to prove these 
claims. For More Information Circle No. 
122. 


SPIRIT DUPLICATOR 
Rena Buromaschinen-Fabrik GmbH, 
Deisenhofen bei, Munchen, West Ger- 
many, manufactures the Renafix Electric 


Spirit Duplicator. The new unit is of sim- 
ple construction, good looking in design 
and possessing all the necessary operating 


NO. 399 TRI-PLY 


Because of its unique construction 
and working cleanliness, this orig- 
inal eraser saves typists time and 


“jitters” ; 


HEAD! 


MADE OF 3 ERASER PLIES ®& 
¢ The inner ply of sort 
CLEANLY 
ERASES TYPING “ORIGINALS” 


GRAY RUBBER 


— single letters, 
whole lines. 


Ask Your Stationer For 


NO. 3900 TRI-PLY WHISK. With 


for whisking away eraser crumbs. 


but without whisk. 





OFFICE 


paper; 


brush 


NO. 399 TRI-PLY. Same eraser as No. 3900, - 


OVER- 


SD 


* The outer 
QUALITY RED RUBBER 
smooth the paper and 
cleanly erase carbon 
copies. 


Correct Mistakes in 4ny Language 
- = ie Saat -_ — 
WELDON ROBERTS RUBBER CO, 


365 Sixth Avenue, Newark 7, N. J. 


World’s Foremost Eraser Specialists 


layers of 


words, 





AR RCO RRO BRE 


For More Information Circle No. 290 . 
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ELECTRONIC 
CHECKS ON 
LITHOSTRIP 


‘Oreleliialeier etm fel saat 


yVES UP to 90°%% of sorting costs 
SA with automatic reconciliation 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS “‘ride free’’ on CONTINUOUS forms... 
useful on tabulators, teletypes or typewriters. 


CHECK RECONCILEMENT is obtained at a tiny 


fraction of manual cost by using punched card , 


sorter, collator and tabulator. 


ELECTRONIC CHECKS also available on Litho» 
sets . . . requires no change in your — 
method of preparing checks. 


We engineer many types of office 
forms. CONSULT US. 


America 


$60 BITTNER ST 


Cent 


oT. LOUIS 15 ME 


For More Information Circle No. 299 

















Ninna CheckWriter Pap 


Gives the same POSITIVE 
PROTECTION as machines 
costing up to $500.00. 


It 1s a machine that will 
absolutely prevent the mu 
tilation, alteration or forg- 
ing of the figures in checks 
and other valuable securi- 
ties. 


(G Type) 


Nippo Machine Industry Co., Ltd. 


Tenji-cho, Nishi-ku, Yokohama, Japan 











For More Information Circle No. 300 
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features that a moderate priced electric 
spirit duplicator should have. It rounds 


| out the spirit addressing machine line of 
| this pioneer manufacturer of spirit ad- 
| dressing and duplicating products. For 
| More Information Circle No. 115. 


SHEET PROTECTOR 


Joshua Meier Co., 601 West 26th St., 
New York 1, N. Y., announces MY-11 
transparent sheet protectors which are 
thinner and stronger. Made of Du Pont 
Mylar polyester film in 842” x 11” sheets 
to fit standard three-ring or multiple-ring 
binders. The new protector is ideal for 
convenient and long-lasting preservation of 
promotional material, papers and photos 


| against dirt, handling and the ravages of 


a 


| time. It will withstand a pull of 60 Ibs. 


without tearing at the holes. It is so thin 
that 55 sheets will fit a 1” binder. Its 
greater scratch resistance will retain its 
clear transparency almost indefinitely. The 
savings in weight and space will appeal 


| to salesmen and other users of portable 


binders and kits who will be able to handle 
larger amounts of material with ease and 
comfort. Users will also like MY-11’s 
durability and extra filing capacity without 
additional space. For More Information 
Circle No. 102. 
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When you need long- 
run performance—and a 
quality job—your best bet 
is to put it on ATLANTIC 

Multilith : BOR vEey: 
Department, A ATLANTIC BOND, the genu- 
Acvuranae Comotan, inely, watermarked, #1 Sulphite 
Bond, which is first in its field 


° for sales, is first in “runability”! 
when it f 


ATLANTIC BOND’S “just-right” 


. bulk and stiffness mean smoother run- 
must have | © 


ning always. And ATLANTIC BOND 
is moisture-controlled for dimensional 


6 ie 4 99 
runability stability...assuring more accurate reg- 
° ister on every run—no wasted time and 
eee it should effort on re-runs. : 


ATLANTIC BOND is first in per- 
be on formance, too. It’s a better-formed, - 
better-looking paper—impressions — 

“take” better...look sharper, 

clearer. Next time—and every 


Atlantic Wie 

B q! oo ae 

on a : ba 

EASTERN ed 
iol 
Atlantic Papers Es 








ATLANTIC MIMEO 
ATLANTIC OFFSET 
MANIFEST BOND 


EXCELLENCE IN 
FINE PAPERS 


Reh 


For More Information Circle No. 269 
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pulls. the dirt out of type- 
writer type rather than washing 
it into the machine 


™N N y iw . 
|, = 
\¥ ae firmly. 


4 
CEE a LN 


Press it on all of 
the type. Do not 
rub. 


N SS¥ bea) As 

Sy ‘ Fold the putty 
y <j upward A origi- 

RAN. nal pyramid shape 

\Y 


N 


NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 


NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neot ercsures— just touch the word 
to be erosed, Bud will absorb the surplus ink. 
Then erose ond there will be no smeor. 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P ° BOX 4644 
BALTIMORE 12,MARYLAND 
For More Information Circle No. 293 
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PACKAGED AIR CONDITIONING 


Airtemp Div., Chrysler Corp., 1600 
Webster St., Dayton 1, Ohio, offers water- 
less commercial packaged air conditioners 
in sizes from 2 to 30 ton capacity. Noting 
the success of waterless equipment in home 
air conditioning, commercial users have 
asked for similar, larger-capacity, packaged 
waterless conditioners. Chrysler has de- 
veloped two remote air-cooled condensers: 


Models 7005 and 7005-1. The condensers, 
two or more as required, operate in con- 
junction with their standard 10 to 30 ton 
packaged units, and can operate anywhere 
between 0° to 120° outside air tempera- 
ture to allow commercial users to enjoy 
the business benefits of air conditioning 
every day of the year. Installed price of 
packaged unit with matching air-cooled 
condensers is expected to be less or on a 
par with the cost of a water-cooled pack- 
aged conditioner and forced draft water 
tower. Installation costs will be less be- 
cause no water piping is necessary and 
no wiring is required between packaged 
unit and condensers. Water tower main- 
tenance costs and water-use surtaxes are 
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DON'T SUFFER FROM O.H.S.* 


*Office Hot Seat impairs efficiency. 


g PS33A > 


Lower your capital investment. 
- Increase productivity of wage 
dollars. Buy BEVCO, outwears 
any other chair on the market. 


VENTILATION eliminates O.H.S. 


BEVCO is the only office seating that permits free circulation of air. 
BEVCO chairs are More Comfortable—Wear Longer. 


Cost less to buy—Less to maintain. 





Available at Progressive dealers from coast to coast. 


In Philadelphia see: Philadelphia Stationers, 4250 Whitaker Ave. 


Ask your dealer or write direct. 


For More Information Circle No. 313 


Bk iV ( () PRECISION MANUFACTURING COMPANY 
831 Chicaqo Avenue, Evanston, !llin 





Cut Duplicating Costs 
MAKE YOUR OWN NEGATIVES 


“nush button” operation 


You can save 50% to 70% on the 
cost of line and halftone negatives— 
and speed up production 5 to 50 
times — by putting even complex 
jobs on press in a matter of minutes. 
Compact Kenro ‘Vertical 18’’ has 
simplified controls, automatic fea- 
tures which make it easy for anyone 
to use. 

Handles up to 14” x 18” negatives. 
In practical form sizes equals a 16 x 
20 camera, has twice the capacity of 


11 x 14, more usefulness than 14 x 
17. Finest Goerz lens assures sharp, 
high quality results. $1250 complete 
with lens and lights ready to use. 
Write for Bulletin 56 which gives 
full details, all applications and 
shows exactly how a Kenro “‘Vertical 
18” can improve your duplicating 
procedure. Available from dealers 
everywhere. 


KENRO GRAPHICS, INC. 25 Commerce St. 


Dept. F-7, Chatham, New Jersey 


KENRO Vertital 1} camera 


For More Information Circle No. 225 
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eliminated. Condensers require’ only a COLLATORS 
very small refrigerant charge. For More Thomas Collators, Inc., Dept. B, 50 
Information Circle No. 116. Church St., New York 7, N. Y., announces 
that an improved rubber feed roller makes 
PARCEL LABELS 
Crowder’s Specialty Printing, 5 N.W. 
2nd St., Buffalo 6, Minn., makes stock de- 
sign gummed parcel labels with your firm 





POSTMASTER Contents Merchandise. This parcel may be 
——————_——— pened for postal inspection if necessary. 


FAN tems Name 


ADDRESS HERE 


——e RETURN PUSTAGE GUARANTEED ———_ 

















name and address printed in blue ink on 

white stock. Prices range from $3.95 for possible the collation of paper stock of 
1000 to $49.25 for 25,000 labels, shipped nearly all weights and finishes, from tissue, 
prepaid. For samples and price list, Cirele. onionskin and one-time carbon to ¥%” 
No. 160. cardboard. The roller, measuring 1144” in 














FOR Alt NOISY 
OFFICE MACHINES 


Jangled nerves from machine NOISE is unnecessary! 


You can place NOISY modern business machines anywhere—without driving people crazy. 
You need not tolerate such noise. 


SOF'TONE Acoustinets DO NOT silence machines—but they do quiet the noise to a comfort- 
able working degree. 


© 1957 — Results guaranteed—Or You Do Not Pay! 


Write for details. Give machines, makes, models you use and measurements. 





407 AMERICAN STANDARD BUILDING 
BUFFALO 7, NEW YORK 


For More Information Circle No. 304 
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COFFIELD EVERLASTING 


Interchangeable ORGANIZATION 
—— LUA 


ELIMINATES 
Costly Drafting 


—= 


ORG am2 27/0m CHART 














A typist, a type- 
writer and typ- 
ing paper are all 
you need to keep 
your chart up to 
date. It’s that 
simple! 


@ Sizes to Fit Any Organiza- 
tion Structure 

@ All Parts Are Movable and 
Re-usable 

@ Photographs for Sharp 
Prints 


Write for Free Illustrated Folder 
with Price Schedule No. O-7. 


MANAGEMENT CONTROL CHARTS CO. 172),%: ¢8'5 Ss! 
____ For More Information Circle No. 350 





YOU PAY FOR IT WHETHER 
YOU BUY IT OR NOT! 














Save costly, time-consuming ‘‘farming-out."" The 
small investment in a PIONEER PAPER DRILL is 
soon repaid and then goes on making money 
for you instead of someone else. Anyone can 
operate. A production machine with such quick 
set-up that short runs are a special delight. The 
best value of all time. Accessories for cornering, 
slotting and slitting, Write for literature today. 


PiQOgwWNeéeeR 


1130 NEBRASKA ¢ TOLEDO 7, OHIO 








For More Information Circle No. 351 
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| circumference and molded with 150 stag- 


gered raised tips, is being incorporated as 
standard equipment on all models of 
Thomas’ complete line of manually oper- 
ated and electric collators. The roller as- 
sures uniform and positive contact with 
every sheet of paper and eliminates double 
sheet movement. If more weight, stronger 
friction feed or marginal feeding are pre- 
ferred, dual rollers may be easily substi- 
tuted. This is one of several recent de- 
velopments resulting from’ Thomas’ prod- 
uct improvement program. Among others, 
an automatic speed load control permits 
faster and unhampered loading of sheets 
by keeping the feed fingers out of the way 
when setting up. The control lifts all roll- 
ers at once, allowing the operator full use 
of both hands. The rollers are then low- 
ered simultaneously onto the paper by re- 
turning the control knob to its original 
position. Users of Thomas Collators can 
convert to the new feed finger. For More 
Information Circle No. 119. 


OFFSET PLATE 


Polychrome Corp., 2 Ashburton Ave., 
Yonkers 2, N. Y., are marketing their 
aluminum Alkote economy presensitized 
offset plate after a year-and-a-half of field 
testing. Priced at 37c per plate in the 
10” x 15” size, Alkotes are available in 
all sizes, up to standard No. 2066 presses, 
and are photo-sensitive on both sides of 
a .0045 aluminum base. This means both 
sides can be used at a cost of 18%c per 
use. By comparison, Polychrome’s Dual- 
kote lithographers’ standard presensitized 
plate is photo-sensitive on both sides of 
the .006 aluminum base. Alkote plates will 
produce all line, halftone and Ben Day 
work with excellent fidelity. The plate’s 
patented surface insures a natural water 
and ink balance, making it easy to run 
clean and crisp reproductions. To intro- 
duce the new plate, Polychrome is offering 
a $6.25 processing kit free with each pack- 
age of 50 plates in the 10” x 15” or 10” 
x 16” size. This offer is limited to one 
to a customer and expires Aug. 1. For 
More Information Circle No. 132. 
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Now, every office can control 
Payables, Receivables, 


Payroll, General Ledger 


with one versatile unit 


With just a single accounting tool, 
even small and medium-sized firms 
can today establish a mechanized 
accounting department. Larger § 
firms, too, can now have efficient 
decentralized accounting. Flexibly, 
economically — without specialized 
personnel. The new McBee Gen- 
eral Records Poster handles all 
your accounting work. Accounts 
payable, accounts receivable, pay- 
roll, general ledger — any opera- 
tion where related records can be 
created simultaneously. With 
greatest speed and simplicity. 

Your nearby McBee man will be 
glad to demonstrate the new Gen- 
eral Records Poster. Phone him, or 
send us the coupon below. 


$8750 Forms extra — in stock, 


or printed to your order. 


McBEE 9 


GENERAL RECORDS POSTER 


Product of Royal McBee Corporation 
Offices in principal cities * In Canada: 
The McBee Co., Ltd.,179 Bartley Drive, Toronto 16 


TO 
To: McBee General Records Poster 


Royal McBee Corp. 
Westchester Avenue, Port Chester, N. Y. 
Please send me complete information on 
the new General Records Poster. 
Name. 
Firm 
Address. 
Type of Business. 
No. of Employees. 


For More Information Circle No. 319 





PUNCHED CARD 
ECONOMY 
VERSATILITY 


ADDRESS DIRECTLY 


from PUNCHED CARDS 
to a Wide Range of Material 


Scriptomatic addresses from easily 
prepared CARD masters (IBM, 
Remington-Rand, Samas or ledger 
or index cards) directly to Tape, 
Envelopes, Wrappers or Book- 
lets on one machine. Models 
for every addressing or data 
writing problem. 
Write for File, 
“‘Scriptomatic Methods” 


SCRIPTOMATIC, Inc. 
306 North Tith Street, Phila. 7, Pa. 


&-701R 


For More Information Circle No. 310 





PAPER JOGGER 

Harvey Engraving Co., 4228 Joy Road, 
Detroit 4, Mich., offers an attachment 
which converts their Jog Air paper jogger 
from a flat to an angle-top jogger in a few 
seconds. An optional accessory permits its 
further use as a vertical jogger. The new 
unit will fit all previous models of the 
Jog Air. Placement of the 17” x 17” slant- 
ing surface over the air hole in the table 
top permits the pulsating air blast to sift 
through the holes in the perforated sides 
of the angle bin. This helps to separate 
sheets and reduces friction of one sheet 
against another, allowing them to settle 


quickly to the vibrating surface. Insertion 
of a 17” x 22” cardboard permits jogging 
sheets that size. Larger models can be 
made to order. It is an easy adjustment to 
get any angle, vertical or horizontal and 
from side to side. No tools are required 
to install the angle attachment nor remove - 
it so that the jogger can be used as a flat 
top unit. Vertical support bars on the 
perforated angle attachment can be quickly 
relocated in varying positions to amplify 
or diminish the vibration for different types 
of jobs. Vibration and air control are 
further variable by a rheostat control. An 
air diffuser baffle spreads the air blast in 
two directions, permitting use of two angle 
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This is the way your 
automatic office begins 


...with the fully automatic Friden Caleulator—the 
one and only Thinking Machine of American Business 
— taking over everyday statistical work for payroll, 
invoicing, inventory, sales analysis, all the figuring you do! 


You move your business deep into the new automatic 
figuring era the day you buy a Friden Calculator. It 
performs more steps in figure-work without operator 
decisions than any other calculating machine... 
delivers near instantaneous answers at the touch of a 
key...is the essential programmer in many IDP sys- 
tems. Watch the Friden Calculator go to work on your 
toughest figuring routines. See the time savings it 
brings. Many models, all simple to operate. Call your 
nearby Friden Man. 


brings you an automatic office 


Commercial Controls Corporation, Rochester, N. Y., Subsidiary 


© Friden Calculating Machine Co., Inc., San Leandro, California — sales, instruction, service throughout U.S. and world. 
For More Information Circle No. 199 
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SPEED TYING 
OF OUTGOING MAIL 
SAVE =ixtor 


with an 


AUTOMATIC 
PAK-TYER 


There is an ALL-PUR- 
POSE PAK-TYER for 
every application. Ten 
times faster than hend 
tying. Easy to operate 
and maintain. All bun- 
dies and packages can be 
automatically tied with- 
out any adjustment. 3 to 
24 ply twine aes well as 
tapes and braids can be 
used, Several models to choose from. LET 
FELINS CUT YOUR MAILING COSTS. 
ve FOR CIRCULARS AND PRICES 


FFLIN TYING MACHINE CO. 


3351 N. 35th St. 
Milwaukee 16, Wi 


For More Information Circie No. 311 








Ate 


VISIBLE 


Numbering 
Machine 


Model 41— 
3 Movement 


WRITE FOR 
DETAILS 





694321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE C0, 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicogo 2, lil 


1 For More Information Circle No. 312 
50 








attachments—one on each end of the Jog 
Air, with full air benefit—making the Jog 
Air three joggers in one. For More In- 
formation Circle No. 112. 


MAIL DUMB-WAITER 


Sedgwick Machine Works, 90 Eighth 
Ave., New York 11, N. Y., makes a Mail 
Dumb-Waiter for dispatching and collect- 
ing mail, inter-office correspondence and 
small size loads from floor to floor. Jt is 
claimed to be less expensive to install, 
offers flexibility in load-carrying capacity, 
and requires less space on each floor 
served, than other conveying equipment. 
Its usual operating cycle includes succes- 
sive stops at each floor above the master 
station (generally the mailroom) and then 


direct return to the master station. Varia- 
tions in operation are possible to suit in- 
dividual conditions and occasional special 
needs. The car is divided into compart- 
ments, one for each floor served. Shelves 
and partitions, forming the compartments, 
can be easily and quickly removed to ac- 
commodate larger than usual articles. 
Economy of space is emphasized as a 
feature of the Sedgwick Mail Dumb- 
Waiter. Savings in floorspace up to 80% 
of that required by other equipment are 
reported by the manufacturer. For More 
Information Circle No. 108. 
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. . . printed with secret process inks fo make sharp copies on all 
copying machines . . . wet or dry, including Thermo-Fax. Ruling does not 
dominate your entries . . . KRAFTBILT paper erases cleanly. 

SIZES: 842x11, 8%2x14, 10%x14, 14x8%, 16%x1l, 17x11, 17x14, 
24%, x11 and 2542x 14. All pads contain 50 sheets. 

CHOICE OF PAPER: KRAFTBILT Green-tint, KRAFTBILT Ivory, KRAFTBILT 
Canary, KRAFTBILT White, KRAFTBILT Translucent*. Every sheet is First 
Quality Bond. * for Diazo copy machines. 
CHOICE OF RULING: Sheets ruled 1 to 30 columns — 360 styles. Comment 
sheets ruled horizontally only. Ruling guides, does not dominate entries. 


SPECIAL GUARANTEE . . . FREE OFFER! Order 5 pads of any form. Try one 
pad. If not satisfied, return 4 pads in 30 days . . . we will cancel the bill. - 


Buy the convenient way... 
by mail . . . direct from 
the manufacturer. 


WRITE TODAY FOR ROSS-MARTIN CO. 


BULLETIN NO. 557. — ESTABLISHED 1916 — 
Join nationally known companies 


standardizing on KRAFTBILT Forms. P. 0. BOX 800 TULSA 1, OKLAHOMA 


COLUMNAR PADS BY EDULE yew stanoard OF ACCOUNTING EXCELLENCE 


For More Information Circle No. 318 





TAPE WINDER 


Cycle Equipment Co., 17480 Shelburne 
Way, Los Gatos, Calif., makes a high 
speed model of the Cycle Universal Tape- 
Minder, known as the Universal Model 
100-H, designed to handle the Teletype 
BRPE High Speed Punch. At its core (the 
smallest diameter of tape collection), this 
model will handle a minimum of 72 char- 
acters per second. The company has also 
introduced a high speed model of its 
Standard Tape-Minder, called the Stand- 
ard 200-H. Tape-Minders reduce oper- 
ating costs in message tape handling for 
communications systems. Units are power- 
driven and static-free. Delayed-action 
winding produces uniform tension and 
smooth, even winding plus longer, service- 
free motor life by running the motor only 
about one-sixth of the total winding time. 
Clutch release allows tape to be run out 
for back reference without excessive ten- 


types. Universal Tape-Minders are de- 
signed to be fed from any position and 
are well suited to tough positions and con- 
sion. Unit is completely safe for tape and fined spaces. For More Information Circle 
will handle a wide range of widths and 




















~— 


\ 


Choose B-V products and 

get the best in Snapaparts Se 

and Tabulating forms. 

Order NOW! aa 


=} - ‘ Y, ; Nae 


The Mark of ¢ ality 
1735 E. 30th STREET - CLEVELAND 14, OHIO lla! veeey 


Sales Offices and Dealers in Principal Cities 


For More Information Circle No. 194 
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NEW 16-PAGE BROCHURE TELLS WHY 


TRA-DEX IS THE MOST EFFICIENT 


... PLEXIBLE... ECONOMICAL VISIBLE 


RECORD SYSTEM... 
PROVED BY CASE HISTORIES OF 
VARIED APPLICATIONS 


Here’s a factual illustrated brochure that explains 
how you can (1) reduce operating costs, (2) 
establish more accurate controls and (3) increase 
employee efficiency for your active record systems. 
It features details on practical visible record keep- 
ing techniques as well as case histories of typical 
single and multi-record applications. 


TRA-DEX records are designed to expose con- 


tn co 


Mulberry Road S. E. 
Canton 2, Ohio 


RP PFORATE DO 


TRA-DEX 
VERTICAL-VISIBLE 


stantly changing information . . . the basic element 
for efficient record control . . . as an automatic 
by-product of each posting operation! TRA-DEX 
also provides three visible margins to accommodate 
your choice of signaling methods. In addition, fast 
accurate drop-filing, even with tissue records, is 
assured by exclusive locked-in equalizing separators. 


Find out how versatile TRA-DEX can give you 
new savings and efficiency. Ask your local Diebold 
representative ... or mail coupon today .. . for 
your free copy of this valuable new brochure. 


N-491-D1 
Diebold, Incorporated 
910 Mulberry Road S. E. ¢ Canton 2, Ohio 


Please send a copy of your TRA-DEX brochure, 
“In Record Keeping It’s Visibility That Counts.’’ 


Firm 
Individual 
Street 
City 





Title 








Zone —— State 


For More Information Circle No. 272 
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No one 
can read my 
boss’ secrets 


...NOW! 


ae 


... because I destroy our company’s confi- 


dential papers with my portable Bantam-10 
SHREDMASTER. Destroying confiden- 
tial papers and obsolete records used to be 
quite a problem. Now it is no trouble at 
all—I simply feed them into my Bantam- 
10 and out come unreadable shreds, ready 
for the trash can. 

Your company, too, can have the same 
protection as thousands of other security- 
minded businesses, government agencies 
and banks enjoy with the SHRED- 
MASTER Bantam-10, the only paper 
shredding machine designed for office use. 
FREE 10-DAY TRIAL—New illustrated folder 
describes unique Bantam-10, gives full 
details about Free 10-Day Trial. 


Write today for Circular 40 
Room 1116, 9 East 40th St., New York 16,N. Y. 


The SHREDMASTER Corporation 
A DIVISION OF SELF WINDING CLOCK CO., INC. 
Manufacturers also of the Clipper-14, only heavier duty 

shredding machine suitable for office use. 
Sales and Service in all principal cities in U. $. and Canada 
For More Information Circle No. 220 
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DECOLLATING STAND 


Moore Business Forms, Inc., Niagara 
Falls, N.Y., announces a Spring Shelf 


| Decollating Stand which can be used in 
| combination with any of the Moore de- 
| taching equipment 


used with their de- 
leaving attachment. Made of heavy gauge 
steel and aluminum, it eliminates the 
need to separate decollating of carbons 
and parts before running each part of a 


form on a detacher. It performs at the 
same speed as a Detacher, 15,000 312” 
forms per hour. A spring shelf, with ad- 
justable tension, is provided to accommo- 
date the various size forms to be decol- 
lated. There are no moving parts to get 
out of order and anyone can easily load’ 
and operate it. Only a small floorspace 
of approximately 30” by 30” is needed, 
and it can be moved about on its smooth- 
rolling casters. This fast, efficient and 
economical accessory makes detaching 
operations with Moore equipment easier 
and speedier. For More Information Circle 
No. 103. 


ELECTRONIC DATA PROCESSOR 

National Cash Register Co., Dayton 9, 
Ohio, and Ampex Corp., Redwood City, 
Calif., announced that the National 304 


' Electronic Data Processing System is to 
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be equipped with magnetic-tape memory 
devices of a special Ampex/NCR design. 
NCR’s system is based around their all- 
transistor Model 304 Electronic Digital 
Computer. The computer, designed spe- 
cifically for business applications, performs 
automatic accounting, auditing, reporting 
and other record keeping functions in a 
continuous high speed operation. It is de- 
signed to provide reductions in record 
keeping costs. Memory requirements of 


Shut out 
interfering 
office noise — 


—eliminate disturbances created by 
loud telephone talkers and _inter- 
desk interference in general offices 
—confine phone conversation to 
make it confidential and free of 
error. The new Burgess - Manning 
General Utility Acaustical Enclosure 
actually puts you in an “‘Isle-of- 
Quiet” in the noisiest office. Same 
high quality sound absorbing ma- 
terial used as in the famous B/M 
“Hear-Here” Acousti-Booth. All-steel 
construction and beautifully finished 
in silver-gray hammerloid. 








the NCR system required development of 
a new, high speed magnetic-tape handler. 
For More Information Circle No. 127. 


OFFICE NAME SIGNS 


Lamplighters Ltd., Oak Ridge, N.J., 
offers office signs for wall mounting. Name 
and position are engraved in a %” lami- 
nated bakelite plaque to show white letters 
on a black field. The 34%” x 10” plaque 


Bulletin A-143 


Architectural Products Division of 
\ BURGESS-MANNING COMPANY 


5990 Northwest Highway, Chicago 31, Illinois 


mee 


Manufacturers of: 
3-Way Functional Ceilings and Acousti-Booths for Telephoning 





For More Information Circle No. 288 
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Keep inactive records 2, clean: 

neat with Liberty Seer You'll 

find them sturdily built...and so eco- 
ical. The cost of a Liberty Box over 


out how Liberty Boxes 
errecord.storage costs. 
ers and office equipment 
pst to coast. 


BOX C0., DEPT. 0-7 


Franklin Park, Illinois 


For More Information Circle No. 360 


3 PHON wees 


PROBLEMS 
SOLVED —— 

1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 

65 Madison Ave. 


Room 710 
New York 16 











For More Information Circle No. 361 
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| hangs ona ¥B” 


department, 





x 4" wrought iron bracket 
which is arc welded for strength. Fast- 
eners are solid brass. The complete item 
as shown, with name and position (or 
etc.; 


any two lines of up to 





‘A. CHAMPY 
ART DIRECTOR 


14 characters) engraved on both sides, is 
$7.80 each. Six or more are $7.10 each. 
The same with one line engraved on both 
sides of a 2%” x 10” plaque is $6.50 
each; six or more are $6 each. Postage 
paid on orders accompanied by check. 
Add 30c per unit west of the Mississippi. 
For More Information Circle No. 104. 


TALLY COUNTERS 


Bankers & Merchants, Inc., 3227 N. 
Sheffield Ave., Chicago .13, IIl., offers 


Tally-King Hand Tally Counters which 
are sturdily built of quality steel for 
easy, accurate, trouble-free operation. 
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‘Dependable ? 
Kell be running when 
lin on Social Security /’ 





A Marchant is known as an exception- 
ally dependable calculator that stays 
in the pink of running order. This is 
the result of its unique, constantly 
meshed proportional gears and con- 
tinuously flowing dials. There’s no 
stop and start—no shock or jar! Mar- 
chant engineering and craftsmanship 
mean longer uninterrupted service. 

A Marchant has other important 
advantages, too. Ease of operation is 
one. Its quiet speed is another. And a 
Marchant gives you continuous proof 
—a straight-line, true-figure dial check 
of every number entered during a 
calculation. 


What do those advantages add up 
to? To your assurance of the utmost 
accuracy in your figurework, and to 
a more efficient, more profitable op- 
eration of your business. 


MARCHANT 
CALCULATORS 


Inc. 
OAKLAND B, CALIFORNIA 





FULLY AUTOMATIC 
MARCHANT FIGUREMASTER 





Modern Management Counts on Marchant 


For More Information Circle No. 200 
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one day's folding production 


with the new Martin-Yale 


A UTO FOLDER Ci, 


.-.-more than 50,000 pieces! 











with the new automatic 


conveyor-stacker 











And at this 
unmatched 
lowest price! 


only 


149% 


plus F.E.T. 























Automatic feed: allows machine to be loaded while running. 
Paper size: 94%” x 154%” to 24%” x 4”. 

All-electric: quiet operating AC motor—belt driven, no gears 
to wear out. 

Fully guaranteed: designed and built by the makers of the 
sensational Auto-folder that revolutionized office folding. 
Beautifully finished: gray hammerloid, set off by glistening 
chrome. 

See your office equipment dealer or stationer, or write today for 
complete details, and name of nearest dealer. 

Dealers, distributors—some territories still open for representa- 
tion. 


MARTIN-YALE, Inc. 
2100 W. Fulton St., Chicago 12, Illinois 














For More Information Circle No. 268 
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Light in weight, they have highly visible 
white numerals 
knurled knob for easy 


with a chromeplated ring which slips over 
operator’s finger, is operated by pressing the 
button with the thumb, and registers up 
to 9999. Model TK-2 is similar in con- 
struction, with a mounting base for at- 
taching to desk, counter, wall, clipboard, 


etc. For More Information Circle No. 162. | 


FORMS BURSTER 


Egry Register Co., Dayton 2, Ohio, an- | 
nounces the Egry Divi Forms Burster | 


which separates and trims continuous 
forms. This compact machine will deleave 
carbon, decollate forms, remove punch 
hole margins, burst and stack single units 
in a neat pack in one easy operation. 
Trimmed margins are wound on a reel 


inside the machine. Continuous forms 
from 2” to 18” wide and from 34%” to 11” 
in length can be burst at speeds from 
15,000 to 30,000 per hour. Ninety-five 
per cent of all tabulating forms can be 
burst without width or length adjustment. 
The machine is quiet and safe. A Plexi- 
glas hood covers slitting area and softens 
sound. For More Information Circle No. 
125. 
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on black background, | 
re-setting, and | 
chrome-plated finish. Model TK-1, equipped | 








)0S.A.7066 


PENCIL CO 





ERASER 


ASERGTIK Given. 7099B | 





She’s a 
Secretary 


She uses 


TIK 


——— 


She’s the apple 
of the boss’s eye 


Never underestimate the 
importance of a good secre- 
tary. When she takes a 
few days off, the Boss acts 
as though he were adrift 
in the Atlantic. 

Almost invariably you will 
find that the competent girl 
depends on EraserStik to 
turn out clean, neat work— 
because it erases without a 
trace. 


7099 & 7099B gray, all- 
utility EraserStik for pencil, 
ink or typewriting. 

7066 & 7066B for those 
who prefer a soft, red type- 
writer eraser, 


Let EraserStik help you 
become the highest-paid 
Secretary in your office. 


With Without 
brush 20¢ brush 10¢ 


-FABER-CASTELL 


INC. NEWARK 3.N. J 


For More Information Circle No. 291 
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ROTARY 
FILES 


Over } 
Holds 


Ferris 


THE WORLD'S 3 th ia) 
LARGEST SELECTION — | 702.200 carpet ung 
OF MOTORIZED & —{ '2"420I7 seated opessim 
MANUAL FILING secongys ‘ime of 
EQUIPMENT. 


by leading com. 
JSINESS EQUIPMENT 


Stratford, Conn 


@ wnit holds 
Gifferent ¢ Several 
FERRIS ~ore sizes 


45 Seymour St 


For More Information Circle No. 325 


50 models avaitab 
le 

(2x3 thru sovncord size 

000 to 








“FEDRON" 
PLATEN RECONDITIONER 





Puts a ‘NEW LOOK 
On Old Platens Instantly 
Swelis indentations and 
pits. Removes glaze, re- 
storing original dull, slip- 
proof finish, No mess, 
speeds up service and 
shop jobs at a cost of less 
than |/3c per platen. 


WRITE FOR FREE SAMPLE 
ON YOUR LETTERHEAD 











Federal Mining & Mfg. Co. 


222 Kearney Ave., Jersey City 4. N. J 
For More Information Circle No. 326 


* 





OFFICE DEVICES TO ASSIST 
THE TYPIST 


If you have a product that will add to 
the comfort, speed or accuracy of a typist 
or secretary, we would like to take over its 
national distribution. We also manu 
facture if desired 

Reliable rated company 
serving the typist. Tell us 
product or your ideas. 


Box 757, Office Publications Co., 
232 Madison Ave., New York 16, N. Y. 


can 


specializing in 
about your 








CARBON,INTERLEAVED 
BUSINESS FORMS 


SOLD THROUGH DEALERS ONLY 
Write for Catalogue and Price List 


Midwest Rotary Maniforms 


CARO, MICHIGAN 


For More Information Circle No. 327 
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ENVELOPE LABELS 


Bruce Boland, 80 
Montrose, Calif., offers Post-Haster 
gummed envelope labels, 4%” x 1%", 
printed in red and blue on white stock in 


Boland Building, 


books of 50 each, five books in a plastic 
box. Labels read “Air Mail,” “First Class 
Mail,” and “Personal Please!” Price is 75c 
a box of 250 assorted labels from above 
address. For More Information Circle No. 
157. 


DESK CALENDARS 


Columbian Art Works. 2300 W. Cornell 
St., Milwaukee 9, Wis., announces that 


quick reference to dates over an eleven 
year period is a new feature on their Suc- 
cess Desk Calendars. Extra pages are in- 
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LOOK BOSS... 


a new type film stencil 


NO Glue 
NO Adhesives 
NO Stickiness 


1 this is the htean Wr be 


Mn 
il - 


At last... a film stencil that holds the 
film firmly to the stencil back without the 
use of glue or adhesives! 


A sensational new film stencil developed by 
Frankel’s research staff. Cleaner and 

easier to use... corrections are made faster, 

with less trouble. Completely ends all objections to 
film type stencils. Available in all colors for American 
and foreign duplicating machines. 


The absence of all glue facilitates 
handy filing of stencils after use... no stickiness 
- no fuss...no muss! 


For your trial order . . . mail this coupon TODAY 
f RAN K : L TO: FRANKEL MANUFACTURING CO. 
285 Rio Grande Boulevard + Denver 23, Colorado 
Please send me a trial order of the PLIO-WELD Stencils. 
oe Under your quarantee of complete satisfaction, if | am 


not 100% satisfied, | can return the order ond receive 


285 Rio Grande Boulevard * Denver 23, Colorado full credit. 


Mr. Dealer: The Klean-Write PLIO-WELD stencil i 

will be a top seller for you. You'll increase your Address__ ‘ iiimadicelapaaicles 
volume and your profits with PLIO-WELD. Write today 

for full information! 


For More Information Circle No. 201 
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IT’S EFFICIENCY WITH 
THE MODERN LOOK! 


Time-savers on the desk top...and 
with the modern look you want! 
Everybody approves when you 
select desk top equipment designed 
by the Bert M. Morris Co, They're 
matched in color, style, and utility! 

Include this modern desk top 
equipment in your office planning. 
Available from the Bert M. Morris 
Co. is a 1957 Catalog to help you 
plan wisely. Write for it! 


ESSENTIALS IN 
EVERY OFFICE 
Morris Safe-T-Set 
Beauty with efficiency—large ink 
supply can’t leak, won't spill, is easy 
to fill. 


BERT M. 


eeeneeeaeveveee 


Morris Memo Holders 

Holds standard memo paper. Avail- 
able with ball point pen attached. 
Morris Phone Rest 

Frees both hands. Fits all phones— 
either shoulder. 


Morris Trays—Letter & Legal 
Easy access with rear suspension. 
Stacks to any height. 

Morrisharp Electric 

Pencil Sharpener 

Fast, self-starting. Cutting stops 
when desired point is obtained— 
choice of medium, fine, extra-fine. 
Morris Ash Tray 

HE-MAN size...Perfect for sales 
meetings...removable glass liner... 
matches newest style in steel office 
furniture. 


ORRIS CO. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal. Quebec 
For More Information Circle No. 242 
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cluded at the back of the calendar pad 
with the calendars for the five preceding 
years and the five future years. The user 
can quickly refer to past events over a 
five-year period. Anniversary dates and 
important events are easily recalled. More- 
over, it is possible to make a note of future 
dates up to five years ahead. Available 
on all the models of Success Desk Calen- 
dars and included with all 1958 refill pads. 
For More Information Circle No. 126. 


MOISTENER 


Sterling Plastics 
Co., 1140 Com- 
merce Ave., Un- 
ion, N. J., makes 
a Squeez-Bottle 
Moistener which is 





a leakproof, trans- 
parent flexible plas- 
tic container cap- 
ped with a sponge 
for moistening en- 
velopes, stamps, 
labels and _ other 
sealing applica- 
tions. It retails at 
29c. For More In- 
formation Circle 
No. 137. 





DRAIN PIPE CLEANER 

Miller Sewer Rod Co., Dept. Office-U, 
4642 N. Central Ave., Chicago 30, IIl., 
makes a rodding tool which can save 
costly expense in buildings by cleaning the 
most stubborn stoppages in sewers and 
drains. This patented unit is guaranteed 
to make any number of bends in pipe up 
to 100 ft. When the handle is turned 
forward, the Swedish music wire rod feeds 


fore COLUMBIA 


eases tired eyes 
...cuts errors! 


This automatic numbering 
machine prints big 9” high 
figures on filing jackets, 
time cards, job envelopes, 
drawings, etc. Saves eye- 
sight of young and old 
alike and reduces errors, 
too! 6 or 7-wheel capacity 
. . consecutive, duplicate, 
repeat action. 


For More Information Circle No. 339 
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ATLAS 


VERTICAL FILING 


SYSTEMS 


FAST 
EFFICIENT 
ECONOMICAL 
SAFE 


NEGATIVES * OFFSET PLATES 
STENCILS + SKETCHES 
ARTWORK + MASTERS 

X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 
pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere— ial- 
ized Mode! at Addressograph-Multigraph ——e 


Write for Complete Catalog 


ATLAS ==’ 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 

















For More Information Circle No. 302 


164 


down the T-pipe fitting; when handle is 
reversed, rod comes up. It clears rags, 
sand, grease, soap and metal chips from 
toilets, urinals, sinks, septic lines and floor 
drains with pipes from %2” to 6” diame- 
ters. Cutter blades can be added to remove 


roots. A few uses often pay for the unit 
in saving plumber’s bills. Available in 
hand and electric models, and a larger unit 
for clearing up to 500 ft. For free book- 
let, “How To Do Your Own Rodding,” 
which contains a diagram of building 
plumbing systems, Circle No. 164. 


DEHYDRATED HAND SOAP 


McCasland Mfg. Co., Box 10036, Hous- 
ton 18, Texas, makes Magic Lather con- 
centrated liquid hand soap in bar form 


Liquid Hand Soap Concentrate 
Maantmterd by 


| which saves shipping costs and storage 


space. Magic Lather is a chemically pre- 
pared formula using some of the finer 
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go ley wth Cag wg gal yb 


Suddenly her job’s a joy with Clary’s easy 
multiplication and division—Power Controls—comfortable 
keyboard—hummingbird speed and humming quietness. And 
now a choice of 5 Clary colors, in 10-Key or Full Key! Just 
call the nearest Clary dealer or Factory Branch 
Office in your yellow pages. 





BUSINESS MACHINES DIVISION 
CLARY CORPORATION 
SAN GABRIEL, CALIFORNIA 


__.creator of modern adding m. 


ae 


For More Information Circle No. 206 
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NEW! DISCOVERY! 


SAVES PLUMBING BILLS OPENS DRAINS 


INSTANTLY 

Miller Sewer Rod Co., Office Dept., 
4640 N. Central Ave., Chicago 30, IIL, 
makes the Plumber’s All Purpose Flush- 
ing Gun for cleaning obstructions in of- 
fice toilets, urinals and sinks. Anyone 
can operate its easy trigger and it is said 
to clean all pipes up to 500 ft., no matter 


how Can be used 
from %” to 6” to 


2 
grease, 


many bends there are. 
on any waste pipe 
clear paper, rags, 
debris. Obstructions float away when 
struck by the gun’s hammer blow. Of- 
fered on a 30-day free trial to prove its 
value. Free Booklet (ADV.) 
For More Information Circle No. 400 


No MORE MESSY BLACK INKI 


oming your way seen with 


DIAGRAPHY 


STENCIL DUPLICATING 


sand and other 





THE PRINT-O-MATIC CoO., 


Inc. 
For More Information Circle No. 401 
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chemicals of the past combined with re- 
cently perfected chemicals for manufactur- 
ing face and hand lotions. It is non-alka- 
line, non-acid and non-toxic. According 
to its producers, it will not redden, rough- 
en or chap and is so mild it can be safely 
used on an infant’s skin. It is mildly per- 
fumed and will remove carbon paper resi- 
dues, grease and other foreign matter. It 
will not clog dispensers nor does it leave 
any scum or other accumulations in the 
wash basin. Soap comes in 24%” x 244” 
x 5” bars. Each bar can be diluted with 
one gallon of water for a heavy mixture 
or, more commonly, two gallons for a 
lighter blend. At the 2-to-1 mixture, ap- 
proximately 27 bars produce the equiva- 
lent of one 55-gal. drum of liquefied soap. 
Space required for storage of 27 Magic 
Lather bars before dilution would be 
about 1/15 of that needed for one 55-gal. 
drum. For More Information Circle No. 
111. 


TIME RECORDER 
Cincinnati Time Recorder Co., 1733 
Central Ave., Cincinnati 14, Ohio, makes 
the Cincinnati Jobmaster Cardomatic pay- 
roll and job cost recorder with a Vis-a- 


- 


Card locator which assures proper posi- 
tioning of cards. Its use helps to guard 
against violations of the Federal Wage- 
Hour Law because it provides accurate, 
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=> 


Don’t do it the hard way —do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY — No more 
fussing and fuming. With Pronto files your 
records are as active as your regular files. 
BEAUTIFUL APPEARANCE—Finished in attrac- 
re olive green to match your regular office 
iles. 

STURDY CONSTRUCTION — Built of 275 Ib. 
tested corrugated fibre board . . . reinforced 


with steel on the shell and the four corners 


of the drawers as well. 

SAVE FLOOR SPACE—Prontos are constructed 
to interlock into solid units and stack as 
high as the ceiling. 


Legal Size $4.55 


Letter Size $3.70 


Prices slightly higher in Texas, 
Colorado, West of the Rockies and 
outside the U.S.A. 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N. Y. 


For More Information Circle No. 218 


Check Size $2.50 





ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Writes 
Headings On 
Work Sheets 
Accounting & 
Tabulating 
Forms 
INDISPENSABLE FOR 


MANY OFFICE ADDRESSING 
& DUPLICATING PROBLEMS. 


Anyone can use the ZIP-O-RITER which prevents 
copying errors. Addresses or duplicates without 
plotes, inks or costly machines. 


S & M DISTRIBUTING CO. 
3875 GARLAND ST., WHEAT RIDGE, COLORADO 
For More Information Circle No. 297 


ODERN BEAUTY 


STYLED IN WOOD 
by WORDEN of HOLLAND 


3060 SERIES 
58" x 32" 


A complete line of commercial 
type office desks, chairs and 
leather upholstered furniture. 


WRITE FOR CATALOG AND DETAILS 


WORDEN company 


KA 1 


For More Information Circle No. 298 





indisputable records of wages paid for 
hours worked. The Jobmaster Cardomatic 
records hours and minutes, automatically 
changing from a.m. to p.m., and has auto- 
matic ribbon feed and reverse mechanism. 
It prints in two colors and there is a choice 
of models for different printing require- 
ments such as: day of week, date of 
month; year, month and date; hour num- 
bering 1-12, 0-22, 0-23, 1-24; fractional 
hours in minutes, tenths or hundredths; 
and symbols. Available with synchronous 
motor drive for AC or master clock opera- 
tion. This recorder is 10%” high, 5%” 
deep and 9%%” wide; weighs 22 lbs. For 
More Information Circle No. 101. 


STORAGE CABINET 


Aurora Steel Products Co., 298 Third 
St., Aurora, IIl., makes an improved de- 
sign Storage Cabinet with smoothly 
rounded corners which give it a modern, 
streamlined appearance, making it suit- 
able for front-office use, schools, industries 


or wherever economical storage is desired. 
No fastening device or tools are necessary 
to move the adjustable shelves. Rigid, 
reinforced doors have a 3-point locking 
system. Cabinets are made of heavy gauge 
steel, finished in olive green, gray or other 
baked enamel colors and are available in 
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NOW—INSTANT COPIES 
FROM BIGGER ORIGINALS 


twice as fast 
as other 
photocopiers 


the new 


CORMAC 
CORONET 


takes copy up to 18° wide by any length 


The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. 


Takes smaller sizes, too—up to 2500 standard 
84%” x 11” originals in one eight-hour day. 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 


Built with the same precision and styling that 
have won acclaim for other Cormac models 
everywhere. Carries the same lifetime guaranty. 


For a free demonstration in your office mail 
coupon today. 


CORMAC INDUSTRIES, Inc. 


80 Fifth Ave., New York 11, N.Y. ORegon 5-9310 


@ Engineered for High-Speed Copying in Voiume 
@ Operates Under Any Light Conditions 
@ Price: $478. F.O.B. N.Y. 


Other Models, Including the Nationally 
Famous Corvette, From $189. 


poe eee ee eee eee eee ee ee HH} 

| CORMAC INDUSTRIES, Inc. Dept. O. 

| 80 Fifth Avenue, New York 11, N. Y. 

| I would like to see the Cormac Coronet per- 

1 form in my office on my own work. Please 
have the nearest Cormac dealer contact me 

1 to arrange for a demonstration at my con- 

| venience. 

l Name 

l Company 

I 


MGRTOOB 5a cc ccc k ashe twee socesccceerwadoese 


Bee ee ee es ee ee ee oe es es ee es ee 


For More Information Circle No. 204 
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OSORIO IN 
55) x 


SS 
eX 
ae esteteteetete. SSE © 


*“‘My Spinnit Paper 
Drill Paid for Itself 
in 4 months,” 

says small printer. 


POWER BENCH DRILL 


Sound, simple machine tool design. Clean 
holes thru 1” of stock. Chip disposal. 
Sharpening chuck. Table, 12” x 18”, fully 
adjustable gauges. Slitting and slotting 
attachment also. 


ff \LASSCO 
CORNER 


ROUNDER 
m> Model 20 


‘$2 4-00 | 


—including one cutting unit. 
Four shear-action “plug-in” units 
available: Ye”, 44", %”, 2”. 
Cuts %2” of stock. Heavy-duty 
Floor Model also available. 


For complete details write: 
LASSCO PRODUCTS, INC. 
485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 307 


170 


| standard sizes up to 36” wide by 24” deep 
by 78” high. Quick delivery can be made 

from stock. For More Information Circle 
No. 106. 


WINDOW PATCH 


Greene Metal Products Co., 2222 S. 
Michigan Ave., Chicago 16, Ill., introduces 
Glass Patch which will mend pierced, 
cracked and shattered glass. Requiring no 
special skill or tools, the repair will last 
days, weeks, months or even a year or 
longer—until such time as it is convenient 
and practical to make a permanent replace- 
ment. Glass Patch is tough, crystal clear, 
grips tightly and holds securely to any non- 
porous surface. It affords positive pro- 
tection against heat loss, seals out damp- 


ness, cold, wind, rain and drafts. Prevents 
production delays caused by cold or wet 
conditions resulting from broken windows. 
Also protects exposed merchandise. Glass 
Patch can be applied to any temperature, 
under all weather conditions. It permits 
undisturbed viewing while providing es- 
sential protection without affecting light 
penetration. Packed in rolls, a small pack- 
age will cover approximately 14 sq. ft. 
and retails for $4.95. Will also mend glass 


| desk tops, showcases, mirrors, car win- 
dows, etc. For a free sample, Circle No. 


155. 
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INSTANT answers to 


...With the Ue-fax system 
of INVENTORY CONTROL 


No matter how complex your inventor- 
ies, you can get a complete picture at a 
glance with VUE-FAX! Instant selection 
of any record up to 60,000 cards can be 
made by a single clerk, from a sitting 
position. 


HERE'S WHAT YOU SAVE WITH VUE-FAX: 


° of VUE-FAX is compact... 
SPACE: 62% Hentbte; olfaies easy 
expansion. 


T | M E . 37% Three margins of visibility 


result in quick location, 
reference, posting and 
signalling. 


MONEY: 48% VUE-FAX pays for itself 


with payroll savings alone! 


ERRORS: 100% VUE-FAX ends misfiling; reduces errors; gives positive control 


Used by: Esso Standard Oil, Ford, General Electric, General Motors, 
McKesson & Robbins, Pratt & Whitney, Sylvania, and many others 


Write for free literature: 


VUE-FAX Corporation -westaury, new york 


MANUFACTURERS OF 


THE GREATEST VISIBLE LEDGER FILE EVER DEVELOPED 





For More Information Circle No. 365 
THe Orrice—July, 1957 





CONTINUOUS 
PRINTER 


Makes dry, positive prints from originals, or roll microfilm, 


in sizes up to 11”’ wide, at the rate of 20’ a minute. 
SETS NEW STANDARDS OF SPEED AND ECONOMY 


The Copyflo Continuous Printer 
represents a revolutionary advance- 
ment in the universally accepted, dry, 
electrostatic, photo-exact process of 
xerography. 

In the Copyflo unit the xerograph- 
ic process is continuous and auto- 
matic, incorporating all necessary 
steps in one complete cycle. High 
quality prints of engineering draw- 
ings and other documents are made 
quickly and economically. 

Available in three models for spe- 
cific applications. 


WRITE for further information about the 
Copyflo Continuous Printer—the new dimension 
in copying from originals or roll microfilm. 


THE HALOID COMPANY 
Dept. 57-97X, Rochester 3, New York 


Branch offices in principal U. S. cities and Toronto 


COPYFLO MODEL No. 1. Repro- 
duces single copies continuously, up 
to 11” wide, from 35mm or 16mm 
roll microfilm. 


COPYFLO MODEL No. 2. Repro- 
duces single copies of opaque or 
translucent originals, at ratios from 
46% to 200% of original, to a maxi- 
mum copy width of 11”. 

COPYFLO MODEL No. 3. Combines 
all features of Model No. 1 and No. 2 
and is interchangeable from micro- 
film to original document operation 
and vice versa by a single control 
lever. 


HALOID 
XEROX 


For More Information Circle No. 202 
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LARGE ENVELOPE CHART 


Huxley Envelope & Paper Corp., 137 
Varick St., New York 13, N. Y., offers a Me paonenned 
wall chart that makes it easy to order 
oversized Giant envelopes which are regu- 
larly carried in stock. White bristol printed TELKEE SYSTEM 
in red and black, the chart lists 58 sizes MAKES KEYS 


EASY TO FIND 


GIANT “lf we were without 
our Telkee now, ! 
ENVELOPES would recommend. its 
installation even at 
twice its original cost,” 
saysa prominent Telkee 
user. (Name supplied ARISTOCRAT WALL CABINET 
on request.) Capacity: 150 to 450 Keys 
THIS IS TELKEE 

A system that offers practical key control at low cost. 
No matter how many keys (the more the better) there are, 
Telkee keeps track of them, eliminates the probl 
saves time and money, gives keys moximum security. 
Whether 100’s or 1000's of keys, Telkee is the choice for 
practical control. 

FREE BOOKLET AVAILABLE 

Obtain complete facts on Telkee system today without 

obligation. 








For free booklet write to Dept. O-77 


The MOORE KEY CONTROL® Systems 
P. O. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN ‘RIDDLE, PA 


For More Information Circle No. 352 


ONCE YOU TRY ® 
SORTKWIK 


ranging from 9” x 16” to 22” x 27”, on | YOU'LL NEVER BE WITHOUT IT! 
three grades of paper and by type of | 


closure (plain or gum flap, clasp, button 
and string). In addition to the 58 sizes and 
shapes of envelopes listed, Huxley makes 
Giant and other specialty envelopes to 
order. For a copy of the chart, Circle No. 
154, 


Pressure Sensitive Products Corp., 116 The INVISIBLE Fingertip Magic for 
South Stoneham Ave., Alhambra, Calif., SORTING, COUNTING, FILING 


makes Clear Cover self-sticking file folder UP TO 3 TIMES FASTER! 


labels which offer complete protection : 

against smudging or catching on finger- poets Feat aie Re iggy che 
nails, The label is neat, easy to read, and handle cards, new currency, smooth 
adds strength to the folder tab. It is a | finish papers can be hand ed faster, 
one-piece design furnished in perforated aa pcg aw. pe 
sheets for easier typing, printing or writing. TRIAL OFFER of Saniaetees oat 
Made of flexible rubber-impregnated Flex- 


cae me : ° LEE PRODUCTS COMPANY 
Stick with attached cover of DuPont Mylar, Dept, 0-7, 2736 Lyndale Ave. So., Minneapolis, Minn, 


For More Information Circle No. 353 
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Save time opening mail. 


SYN7i : “Vibrating” 





ENVELOPE JOGGERS 


-speed office procedure. Syntron 
Electromagnetic Envelope Jog- 
gers quickly loosens and shakes 
down contents of envelopes so 
that manual or automatic letter 
openers will not cut and tear let- 
ters. Also ideal for filing depar- 
ments, sales manual assembly and 
other office duties, Efficiently 
handles all weights of paper stock. 
Built for long, dependable, main- 
tenance—free service. 
Available as table deck 
or bin type jogger 
Write for complete data—F REE 
SYNTRON COMPANY 


715 Lexington Ave. Homer City, Penna. 


For More Information Circle No. 289 
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strongest plastic film. It resists moisture and 
any chemicals likely to be found in an of- 
fice; will not dry out, peel, or become brit- 
tle with age. Smudging of the legend is im- 
possible. Clear Cover labels are simply 
pressed into place. The transparent cover 


folds down and presses over the label and 
top of the file folder tab, leaving no loose 
edges. Also available in a variety of shapes 
and sizes for marking office machines, 
files and other objects. For More Infor- 
mation Circle No. 117. 


5-GAL. CAN HOLDER 


Litho Research, Inc., 2417 Second Ave., 
Dept. OM, Seattle 1, Wash., offers the 


Tippa Can Holder, a pivoted cradle-type 
all-steel unit with tilting action, which fits 
and securely holds all standard 5-gal. 
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TAPE TRICK 


saves bothersome retyping! 











Splice in revisions invisibly with 


s us war 


SCOTCH 810 Permanent Mending Tape 





You can hardly detect revisions tape, too. Pencil, ink or typewriter 
taped in place with “Scotcn” 810 registers perfectly. 
Permanent Mending Tape — it “SCOTCH” 810 stays crystal clear 
practically disappears on contact indefinitely . . . will never cloud, 
with paper, and its new dull sur- crack or bleed adhesive. It’s ideal 
face won’t reflect highlights! You for mending all kinds of valuable 
can write on this wonder-working papers, maps, books. 


See your supplier today 
for a trial quantity! 


The term ‘‘Scotcn’’ is a registered trademark of 
Minnesota Mining and Manufacturing Company, St. _,,over ,. 


Paul 6, Minn. Export Sales Office: 99 Park Ave., ¢% 
New York 16, N. Y. In Canada: P.O. Box 757, Lon- 
don, Ontario. *eseanc™ 

For More Information Circle No. 236 
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drums to enable strain-free one-hand pour- the recipient. One version is a direct ap- 
ing. Even women find it easy to pour peal for new business or recapturing old 
solutions with this device, since no lifting 

is required and the risk of back strain is 

eliminated. The rate of pouring can be 

regulated and there need be no splashing 

or spilling of solutions. The Tippa Can 

holder is ruggedly built of “%”-thick steel 

bar stock. The drum of solution is clamped 

firmly in the tilting cradle by a circular 

band which tightens with a wing nut. 

Double A-frame legs lock rigidly in posi- 

tion, but may be instantly released and 

folded for storage. For More Information 

Circle No. 124. 


ADVERTISING STICKER 


Topflight Corp., Print-Stix Div., 9th 
Ave. at Queen St., York, Pa., makes a 
post card mailer with a pick-off removable 
sticker. These are available in several 
stock layouts with the sticker portion im- 
printed to order. The removable portion 
has a pressure-sensitive adhesive back, so customers; another is designed to acquaint 
that it can easily be placed on a phone old accounts and prospects of a change in 
pad, desk slide or other handy place by phone number. Called Mail-O-Stix, these 











Get your free copy of new 

1957 copyrighted illustrated 

price catalog showing the 

largest line of N.C.R. forms 

ever presented. These no car- 

bon required forms include 

N.C.R. snapsets,—flat and fold 

over statements,—one part fold 

over and the finest N.C.R. line 

find ‘statement being made. Other 

items in the N.C.R. line are three part reply sets,—letersets, 

—and blank sets for imprinting. Also shown are many of 
the above in carbon interleaved style. 

Sold only through distributors and printers who should 


.__ 
write on their letterheads, today, now, for their free copy 
of this very new catalog to: i 
OLE Gubisebe Sout MFG. co. —Te 








329 WEST COURT ST. — CINCINNATI 2, OHIO 


For More Information Circle No. 292 
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easy to operate—easier to sell. 
the new ALL- ELECTRIC 


ADDING MACHINE 


Fingertips literally float over the moulded keys ... everyone who tries 
this sturdy and dependable REGNA becomes a “high speed” operator . . . 
everyone who sees it admires the streamlined styling, the legible 
keys and listing, the clear curved window for maximum visibility. REGNA’s 
rugged Universal Electrolux Motor does all the work—chases fatigue— 
increases daily employee productivity! y 

Swedish steel, Swiss precision counters; 

different capacities from 6 total 7 up; 

fully automatic safety keyboard; rear 

rubber rollers for portability; in 

light grey and ivory. 

Also—low-priced hand 

operated rnodels. 


Please send more information on the new Electric Regna 
Adding Machine and outline advantages of becoming a Regna 
aler. 


| Gentlemen: 


IN CANADA: Regna Cash Registers of Canada Ltd., 704 Notre Dame St. W., PRO: *. «igre sates te os 
Montreal, Que., and Bunions Equipment Machines, 489-R King St. W., Toronto, Ont. 
OUTSIDE CONTINENTAL U. S.:; Jorgen S. Lien, Box 507, Bergen, Norway. 


eS 





For More Information Circle No. 243 
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SECRETARIES ACCLAIM 
The ALL NEW 


—JPEEDAITE 


. FOLDING COPYHOLDER 





Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hall-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue © Rochester 20, N. Y. 











For More Information Circle No. 332 


NUMBERING THRU 
CARBON SNAP-OUTS? 





Force 
Model IC auto- 
matic number- 
ing machine 
developed with 
an eye to ef- 
ficiency and 
flexibility for 
use with car- 


bon snap-out | 
It fea- | 


forms. 
tures a_ hard 
rubber impres- 
sion bed and a 


rubber base to | 
noise. | 


contain 
The Paragon is 
equipped with 
7 sharpfaced 
3/16-inch 
Gothic _ figure 
wheels, It num- 
bers consecutively, duplicate and repeat. Guaran- 
teed to go thru 6 to 8 carbon copies with ease, 


FORCE WESTERN, Inc. 


434 S. Wabash Ave., Chicago 5, Ill. 


For More Information Circle No. 333 
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| rubber runners which 


Paragon | 





cards are acceptable to the post office and 
a patent has been applied for. For samples 
| and prices, Circle No. 118. 


RUNNER MATTING 


R. L. Mitchell Rubber Products, Inc., 
2128 San Fernando Road, Los Angeles 
65, Calif., makes Air-Strip honeycomb 
interlock to any 
length. Standing workers experience in- 
creased comfort, efficiency, morale with 
Air-Strip. Air cells insulate against cold 


and dampness. Firm cushioning cuts fa- 
tigue and foot ailments. Eliminates noise 


| in heavy traffic areas; reduces breakage 
| where fragile objects are handled. Made 


in marbleized colors and in black. New 
oil-and-grease-proof rubber available. In- 
terlocking feature allows it to be moved 
and relaid on short notice. For More 
Information Circle No. 158. 


ELECTRONIC DATA PROCESSING 


ElectroData Div., Burroughs Corp., 
Sierra Madre Villa, Pasadena, Calif., offers 
the following illustrated brochures on elec- 
tronic data processing: 

Payroll: A 12-page brochure, No. 4-05- 
020, considers a 10,000-man company pay- 
roll in a step-by-step description of the 
Datatron processing method. System com- 
ponent details are given, including the use 
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VICTOR’ 


Sectional Visible 


Speed of reference plus unequalled versatility make 
Victor Sectional Visible ideal for any fast-moving 
young business. 


speed 
Colored signals in the visible margins signal vital 
facts or dates for action without reference to 
postings on the cards. Victor Visible, compared 
with non-visible systems, cuts 33 minutes of each 
hour of finding and filing time. 


versatility 
Keep conventional records on the many stock 
forms which are available, or make up your 
Victor Sectioasl own card form to suit the specific record 
Visible is available ee needs of your business. 


for 5x 3,6x4, a : 
and 8 x 5 cards. eo : economy 


Each section ‘ ‘ : Buy only the sections your business needs 
contains 55, 51, oe! now. The simple addition of extra trays on 
and 47 pockets top of the ones you have gives you added 
respectively. record capacity as your business grows. 
Your local Victor dealer will demon- 

For the name of strate how efficient Victor Sectional 


a, Brien Visible can save you time and money. 
, ‘ 


Micron sare a soviracet ee 


315 FOURTH AVENUE « NEW YORK 10, N. Y. 
For More Information Circle No. 203 
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that’s eliminated with 


HYGIENIC 


Foot Comfort 


MATS and RUNNERS 





The quality floor mats that 
reduce fatigue and increase 
efficiency for all who must 
work standing. 


8 Marbleized Colors 


See your OFFICE SUPPLY DEALER or wriie 
Flooring Div. Dept. E for details 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 10, OHIO, U.S.A. 


For More Information Circle No. 309 





of Datafile and Cardatron units. Circle 
No. 145. 

Accounts Payable. The eight-page bro- 
chure, No. 4-05-030, explains how scattered 
clerical procedures can be reduced to an 
automatic routine through the use of Data- 
tron. Circle No. 148. 


STEP STOOL 


Cleveland Ladder Co., 13921 Aspin- 
wall Ave., Cleveland 10, Ohio, makes the 
Cle-Lad step stool, designed to assist per- 
sonnel in safely reaching materials in high 
locations. Although weighing only 8%” 
lbs., the step stool is constructed to with- 
stand hardest handling and loads up to 
500 Ibs. In addition to being solid riveted 


at all joints, it is reinforced with four 
supports and two rungs. Top is made from 
¥%,” marine plywood for strength and abra- 
sion resistance. Recommended for use in 
stock rooms, tool rooms, maintenance de- 
partments, file rooms, cafeterias and on 
jobs where material is shelved. The top is 
15%” x 11%” and stool stands 15” high. 
A hand slot in the top facilitates carrying. 
Priced at $4.95. For More Information 
Circle No. 153. 


CLAMP-ON SHELF 


Downs Industrial Illustrators, 15906 
James Couzens Highway, Detroit 38, 
Mich., makes the Keep-Shelf which can 
be quickly clamped on drawing board, 
desk, work table or bench to keep drawing 
instruments, small tools or reference ma- 
terial within easy reach. It increases nor- 
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Your TOP : 
STENCIL 


Guy 
ieee 


Wiulti-use 


TOP PRINTINGS 


yaaa 


CHURCH Si 


ADDRESS-0- MUSIC STAFF 
REGULAR PLIO FILM BULLETIN BULLETIN LABEL 


DIE-IMPRESSED 


For the best in quality stencils it's Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
are accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain. 





The various top-printings end all guess work as to proper margins and positioning 
whether it’s a regular form... double page . . . 2 or 3 column bulletin . . . address-o-label 
. +. or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN . . . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely . . . giving maximum number of faultless copies 
of consistently sharp, clean cut impressions. Reproduces a beautiful rich 
black that will not fade or deteriorate. Available in one or one-half pound 
cons. 


SOVEREIGN FAST DRYING INK 
A non-smudge, quick setting, fast drying 
ink that reproduces sharp, legible copies. 
Especially good for quick handling of two 
sided duplicating. Available in one pound 
SPEED/O PRIAT iw 

/ / ALL SPEED-O-PRINT INKS HAVE AN Olt 
/ y BASE AND ARE FOR USE WITH OPEN OR 
CLOSED CYLINDER. WiLL NOT DAMAGE 

STENCIL OR CYLINDER. 


1801 W LARCHMONT AVENUE Wrlte FOR OUR 
CMICAGOAS, LINO! ~ DEALERS CATALOG 


SPEED-0-PRINT (CANADA) LTD, « 641 CRAIG ST., WEST ¢ MONTREAL 


For More Information Circle No. 343 
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mal work areas without taking up addi- 
tional floorspace. Shelf locks level or may 
be tilted to any desired angle. There are 
eight possible mounting positions for a 
wide variety of uses in drafting rooms, en- 
gineering departments, shops, offices, ship- 
ping rooms, schools and home hobby and 
workshops. It measures 8” x 19” and is 
attractively finished and easily assembled. 
The 1%” capacity base brackets, equipped 
with thumb screws, permit quick, easy in- 
stallation and removal. Price is $4.95. For 
More Information Circle No. 161. 





% Big postage saver 
for the small office 


e An inaccurate mail scale can cost you plenty! Over- 
weigh, and you waste postage (dozen wasted 3¢ stamps 
a day runs into $100 a year!). Or underweigh, and you 
cause customer annoyance and ill will (also delays) with 
your letters delivered “Postage Due.” 


e Now, any office can afford this new, low-cost, 
Pitney-Bowes “4900”. Accurate, easy to use, it weighs 
mail from % oz. to 1 lb. And the cylindrical com- 
puter tells you quickly the exact postage 

needed for any class of mail, or parcel post. 

Saves mailing time as well as postage! 


e Other PB scales include a 
%‘ parcel post modelup to70 lbs. 
Ask the nearest PB officc 
to show you. Or write for 
free illustrated booklet. 


PITNEY-BOWES 


— 
| SEB 
FREE: Send for a handy eye 
desk or wall chart of 'PB) M ] &. ] 
Postal Rates, with parce! (Ps) al In Ca es 
post map and zone finder. ‘eres - 
= Pitney-Bowes, Inc., 3491 Walnut St.,Stamford,Conn. 
Made by the originators of the postage meter 
... Offices in 102 cities in U. S. and Canada. 
For More Information Circle No. 303 
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LITERATURE 
from the 
Manufacturers 


Are Lamps 


NuArc Co., 824 S. Western Ave., Chi- | 


cago 12, Ill, has issued an_ interesting 
brochure on motor driven arc lamps as 
applied to cameras, photocomposing ma- 


chines and printing frames. This bulletin | 


is complete with many installation photos, 





charts, reflector sizes and other data of | 


interest to 
gravers. 


lithographers and _ photoen- 


raphy and printing. For a copy, Circle 
No. 139. 


Dry Offset Printing 


Davidson Corp., 29 Ryerson St., Brook- | 
lyn 5, N. Y., offers a four-page technical | 
bulletin on dry offset reproduction, “Do | 
More Dry Offset on the Davidson Dual- | 
Lith.” The folder tells the advantages of | 
dry offset reproduction and contains com- | 


plete instructions and pictures showing haw 


to use the Davidson Dual-Lith for this | 
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It contains information on arc | 
lamps for all graphic art uses and also | 
from the standpoint of artwork, typog- | 


Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 





Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 
NOW-—smooth, staple-free 
fronts make them suitable 
even for ‘front-office’ use. 


Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216H 
CANTON 6, OHIO 


For More Information Circle No. 305 





PLATENS 
SUPPLIES 
for TYPEWRITERS and 
other office machines 
Now in New and Larger Quarters 


TYPEWRITER EQUIPMENT CO., INC. 
25 Park Place, New York 7, N. Y. 


PARTS 

















For More Information Circle No. 306 
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“Old Faithful” 


Allen’s been faithful, too—since 1920 

Our time-tested products are also faithful 
profit-producers for you—made for every 
purse and every purpose. Boxed under our 
brand name or yours. Write today or phone 
BEekman 3-2255 for prompt sample service 
and quotations on our complete line. 


@z 


INKED RIBBONS 





OROCCC CREE OEEE 











For More Information Circle No. 249 








From Pearl Engraving Corp., 
comes the finest, 
precision-engineered keytops. 
Ilustrated; 2 styles 
for all typewriters. 

For free samples and brochure, 
write Pearl Engraving Corp., 
29 East 19th; Street 
New York 3, N. Y. 


to 
better « 
: business” \ 


For More Information Circie No. 250 
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THE 


""*KOH-I-BALL"" 


. .. the New Double-Ended 
Ball-Point Pencil 
writes RED e writes BLUE 








another Koh-l-Noor exclusive . . . the 
only two-in-one ball point pencil of its 
kind on the market. 


polished brass nose-pieces 

light wooden barrel 

full-length red & blue 
ball-point inserts (easily 
replaced with available 
refills) 

Packed either 12 Koh-I-Balls on a display 

card or in a dozen box, 


Retail price 49c 
trade and quantity discounts available. 


Koh-I-Noor Pencil Co. 


Bloomsbury, New doreny 
For More Information Circle No. 251 





( REPLACE 

WORN, 

BROKEN TABS : 
WITH Smith’s — 
OPNWINDO Stee! Guides 


Remove old tabs—slip these mov- 
able, clamp-on guides easily into 
place. 


Available in |" and 2" widths. Packed 
25 to box with labels in strips for 
easy typing. Also alphabetic labels 
to 200 subdivisions. 


Hundreds of other uses to save time, 
improve filing. See your office supply 
dealer or write direct. 








CHARLES C. SMITH, INC. 
EXETER, NEBRASKA 


; : , 
lor more than 50 years; ‘a complete line 


‘of time-saving sienals and indexes 


For More Information Circle No. 252 
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type of work. Machine is quickly set up, 
the only requirements are a dry offset 
plate and a dry offset plate segment. The 
bulletin covers procedures for preparing 
the machine, mounting the dry offset plate 


and squaring and positioning the image. | 


Dry offset offers several advantages: there 
is no ink-and-water balance to maintain; 
a dry offset plate outlasts relief plates, 
because its inked image is transferred first 
to a rubber blanket and then to the paper; 
the process permits the use of a wide range 
of inks and stock textures. Work which is 
re-run in fairly large volume at varying in- 
tervals is well suited to dry offset, par- 
ticularly where the total number of im- 
pressions runs into the several hundred 
thousands, or millions. This is especially 
true of work which is periodically re-run 
without alteration and which requires a 
combination of long run and consistent 
quality. For the bulletin, Circle No. 151. 


Filing Equipment 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has published a 24- 
page color brochure on:how to save time, 
space and money with Spacefinder files. 


The completely enclosed cabinet com- 
bines the advantages of dust, dirt and fire 
protection with the speed and economy of 
. Shelf filing. Photographs show installations 
of Spacefinders adding beauty as well as 
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It's Ae Simple Ae 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 
Edge Punched Card Structures 


e At Less COST 
Less CODING | 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING @ BUSINESS 
SCIENCE ¢ EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 























SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 
THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. 
For More Information Circle No. 301 
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The world’s smallest 
and most economical 


vache. QF 
machine... 

SWIFT BUSINESS MACHINES CORP. 

GREAT BARRINGTON, MASSACHUSETTS 


ror More information Circle No. 284 


with both hands 
free to work! 


® 
AT LEADING STATIONERS 
or write to P. O. Box 8788, Portland 7, Oregon 


ror More information Circle No. 285 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 
for 
: Best Results 
iaiantnebered a Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 











Pe 8 More Information Circle No. 286 





FR E GENUINE | ENGRA\ 


aURERER 
DIES A SHAS 


rE 











DEWBERRY ENGRAVING (ao) 


807 SO. 20th ST., BIRMINGHAM 5,ALABAMA 
For More Information Circle No. 287 
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file capacity to modern offices. Diagrams 
and drawings demonstrate specific savings 
of floorspace. Photos show how time- 
savings are accomplished through the ac- 
cessibility of these files, with clerks able 
to see thousands of indexes at a glance, 
reach files in an instant. Spacefinders are 
accessible even in narrow aisle space, and 
are used as room partitions and to pro- 
vide counter-height surface, plus filing fa- 
cility at work areas. The Spacefinder cata- 
log is complete with details, specifications 
and photographs of 16 letter and legal size 
Spacefinders, plus large document and x- 
ray file. In addition, eight pages describe 
open reference (tub) files for 3 x 5, 4 x 6, 
5 x 8 and 8 x 5 cards. For your copy, 
Circle No. 141. 


Proof Presses 


Challenge Machinery Co., Grand Ha- 
ven, Mich., offers an 8-page booklet cover- 
ing Challenge Precision Proof Presses and 
their advantages for printers, typographers 
and engravers. Six important applications 
of Proof Presses for printers are described. 
These include reproduction proofing and 
direct image proofing of offset or dupli- 
cator plates. A comparison chart on five 
leading models shows and describes 11 
important operating features. For a copy, 
Circle No. 142. 


Movable Partitions 


Hemisphere Steel Products Corp., 263 
Kent Ave., Brooklyn 11, N. Y., offers their 
Port-a-Wall Office Partition catalog which 
highlights the flexibility which free-stand- 
ing Port-a-Wall Office Partitions lend to 
office design. Almost any arrangement is 
possible, allowing an office to adjust to 
staff growth requirements without costly 
moving. Port-a-Wall Partitions are con- 
structed to afford a maximum of privacy 
in a full or semi-enclosure. Each panel is 
of double thickness and is filled with min- 
eral wool. Available in five stock heights, 
and ten stock widths, Port-a-Wall Par- 
titions can be used to modernize any office 
with private or semi-private accommoda- 
tions for every member of the staff. The 
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entire Port-a-Wall line is available for 
immediate delivery. For the catalog, Circle 
No. 144, 


Felt Tip Pens 


Cushman & Denison Mfg. Co., 625 
8th Ave., New York 18, N. Y., offers a 
completely descriptive, illustrated 8-page 
brochure on their line of Flo-master felt 
tip marking pens. It shows many uses for 
these versatile instruments, explains in de- 
tail the Advanced, Standard and King-size 
models, the six interchangeable felt tip 
shapes, as well as transparent and opaque 
inks and cleanser. List prices on all items, 
including sets, are covered, and a con- 
venient fill-in order blank is incorporated. 
For a copy, Circle No. 143. 


Colored Acetate Tapes 
Labelon Tape Co., 450 Atlantic Ave., 
Rochester, N. Y., offers a folder describing 
their line of colored and transparent ace- 
tate film tapes. The self-sticking tapes, 
available in red, green, blue, white, yellow 
and black, will not dry out, expand or 


contract. They age better and unwind 
easier. The folder lists and illustrates sev- 
eral uses of the tape, and includes samples 
showing various colors. For folders and 
price lists for both colored and transparent 
acetate film tapes, Circle No. 136. 


Film on Xerography 


Film Distribution Dept., Haloid Co., 
Department 57-96X, Rochester 3, N. Y., 
offers a 16 mm, 15-minute sound movie 
in color on “Speeding the Distribution of 
Engineering Drawings by Xerography”. 
The film depicts the use of Xerox Model 
1218 copying equipment at IBM, Ford, 
Chrysler and Glenn L. Martin in the 
xerographic reduction of outsize engineer- 
ing drawings up to 24” by 36” to con- 
venient 12” by 18” proportions on offset 
paper masters from which multiple copies 
are run off. Each company is saving thou- 
sands of dollars by the process, besides 
speeding engineering drawings and change 
notices to production lines and vendors. 
For More Information Circle No. 140. 


1 roof Z 
5 divisions 





quality + selection -++ economy 


There are no unknown quantities in this 
equation. By establishing 5 divisions UNDER ONE 
ROOF, we enable our customers, both dealers and users 
alike, to get top quality office machines—any make 
and any model—at a tremendous saving. It’s a solution 


that proves worthwhile, everytime. 


The following are the 5 divisions available to you: ;= 


OS &% 


Addressograph 
Division 


Banking 
Division 


Adding and Calculating Bookkeeping Duplicating 
Machine Division Division Division 


Apply this time proven equation to your office machine problems today! CALL OR WRITE DEP'T 0 


INTERNATIONAL 


326 Broadway, New. York 7, N. Y. HA 2-6700 * Cable 


OFFICE’ APPLIANCES, INC. 


ADDBOOKAL 
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SPAA Officers 


F. Walton Wan- 
ner, CPA, a systems 
consultant with 
Standard Oil Co. 
(N.J.), New York, 
was elected president 
of the Systems & 
Procedures Assn. of 
America last month. 
Joseph A. Mac- 
Queen, Allan Wood 
Steel Co., Consho- 
hoken, Pa., is vice president. Other officers 
are David D. Merriman, McCord Corp., 
Detroit, secretary; and Russell Holland, 
Procter & Gamble Co., Cincinnati, treas- 
urer. 


F. Walton Wanner 


Secretaries Convention Keynoter 


Jim Low, staff speaker for the National 
Assn. of Manufacturers, will be the key- 
note speaker at the 12th annual conven- 
tion of the National Secretaries Assn. (In- 
ternational) in St. Louis, July 17-20. 
Martha Rosamond, NSA president, said 
that an unusually interesting and informa- 
tive program has been developed around 
the convention’s theme, “We Can Be Bet- 
ter Than We Are.” 


First County Computer 


The leasing of a Datamatic 1000 elec- 
tronic data processing system is expected 
to save Los Angeles County an estimated 
$500,000 a year. County supervisor John 
Anson Ford said reports from the assessor 
auditor-controller and tax collector offices 
showed this saving will be over and above 
the $47,305 monthly rental. The installa- 
tion will be the first of its kind in county 
government. 
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AIA Becomes AICPA 


American Institute of Accountants has 
changed its name, according to Marquis 
G. Eaton, president, who said the new 
name, American Institute of Certified 
Public Accountants, highlights the impor- 
tance of certification. Half of the nations 
57,000 CPAs are members of the institute. 
Mr. Eaton predicted there will be 85,000 
CPAs within ten years. 


Eastern Computer Conference 


“Computers With Deadlines to Meet” 
will be the theme of the 7th Annual East- 
ern Joint Computer Conference & Ex- 
hibit at the Sheraton-Park Hotel, Wash- 
ington, D.C., Dec. 9-12. The theme in- 
dicates the period 1960-65 when com- 
puters are expected to be applied to real 
time systems. John R. Provan, U.S. Bu- 
reau of the Budget, Washington 25, D.C., 
is conference chairman. 


Records Management Officers 


The Records Management Assn. of New 
York elected the following officers: Anna 
E. Brennan, Equitable Life Assurance 
Society of the U. S., president; Alice John- 
son, Remington Rand Div. of Sperry Rand 
Corp., executive vice president; Kathleen 
Fraleigh, Record Controls, Inc., vice presi- 
dent; Rosalie Filonuk, N.Y. Telephone 
Co., recording secretary; Alice McCor- 
mack, Shippers Car Line Corp., corre- 
sponding secretary; Sylvia A. Rudy, Na- 
tional Community Relations Advisory 
Council, treasurer; Klio Frank, Aber- 
crombie & Fitch Co., financial secretary. 

Catherine B. Ivers, assistant chief of the 
records service section, City of Philadel- 
phia, was elected president of the Records 
Administrators Assn. of Philadelphia. 
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in thin papers 


made by ESLEECK 
and nationally 
distributed by 
leading wholesale 
paper merchants. 


REDUCE TYPING 
MAILING 
FILING 
costs. 


‘> SEND FOR SAMPLES <x 


ESLEECK 
MANUFACTURING CO. 
Turners Falls, Massachusetts 








The ONLY concern in the United States 
SPECIALIZING in the manufacture of 
rag fiber ONION SKIN and 
MANIFOLD papers. 
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Hardy as the trees they come from . . . Smead File Folders are built to 


withstand the wear that daily use requires of them. The Smead Two- i 
SMEAD MANUFACTURING CO., INC. 


Pli-Top File Folder is doubly thick at points of greatest wear (above 
the correspondence line in your file) . . . and single weight (thin) where / HASTINGS, MINNESOTA + LOGAN, OHIO 
bulk is objectionable. Ask your stationer to show you a sample i 


For More Information Circle No. 219 
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Census Bureau Buys Univacs 


A contract to purchase two Remington 
Rand Univac Scientific computers was an- 
nounced by the Bureau of the Census, 
U.S. Dept. of Commerce. Delivery is 
scheduled for 1958 when the computers 
will be employed in the regular work of 
the Census Bureau. In 1959 they will be 
used to tabulate results of the 1958 Cen- 
suses of Business and Manufactures. They 
will constitute the nucleus of the electronic 
equipment to be used in tabulating the 
18th Decennial Census to be taken in 
April, 1960. The new computers will re- 
place two older Univacs, one of them the 
first ever built. The original Univacs have 
been in constant use, usually 24 hours a 
day and seven days a week. This is the 
first time that scientific-type computers, 
with their greater speed and large memory 
capacity, have been selected for a purely 
data processing job. 


Carbon Paper & Lighting Standards 


Two new office standards approved by 
chapters and the national standards com- 
mittee of National Office Management 
Assn., Willow Grove, Pa., are: the selec- 
tion and use of carbon paper for different 
purposes (25c a copy), and office lighting 
practices (SOc a copy). 


Cost Reduction Seminar 


A seminar on establishing a company 
program for the reduction and control of 
office costs will be held at Northwestern 
University’s downtown Chicago campus, 
July 22-26. Frank M. Knox will be chair- 
man of the seminar. Additional informa- 
tion can be had from Frank M. Knox Co., 
1009 Rockwell Ave., Cleveland 14. 


Summer Computer Courses 


A series of intensive courses in digital 
computer engineering, numerical analysis 
and advanced programing is offered, Aug. 
19-30, by the University of Michigan, 2038 
East Engineering Bldg., Ann Arbor, Mich. 
Write for detailed literature. 
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Summer Closing Formula 


If the temperature plus 1/5 the humid- 
ity equals 100 or more, discomfort is too 
high and the office closes early. 

We were reminded to reprint this for- 
mula by the Office Executives Assn. of 
New York. Their recent survey shows 
that nearly three out of every four New 
York offices are air conditioned. Of those 
which are not, 24% will install units this 
year or next. Of the offices which close 
in uncomfortable weather, nearly 10% are 
air conditioned; and 10% of the offices 
without air conditioning do not close. 


Detroit Records Clinic 


A clinic, sponsored by the Detroit Chap- 
ter of American Records Management 
Assn., was announced by chapter president 
Warren A. Cook of Michigan Bell, and 
John F. X. Britt of Ford Motor Co., presi- 
dent of the national group. The clinic, to 
be held Oct. 24-25, at the Fort Shelby 
Hotel preceding the national convention, 
promises to be of interest to the beginner 
as well as the professional in records 
management. Data from Box 855, De- 
troit 31. 


1958 Mid-Continent Exhibit 


A Mid-Continent Business Machine & 
Office Equipment Exposition will be held 
in conjunction with the 3rd Annual Office 
Techniques & Practices Conference in 
Kansas City, Mo., Feb. 17-19. Thirteen 
management associations and the Univer- 
sity of Kansas Extension Center are spon- 
soring the event. The exhibit will be man- 
aged by Burton T. Peake, Box 725, Ashe- 
ville, N.C. 


Many CPA’s Studied at Home 


Approximately one-fourth of all Cer- 
tified Public Accountants have taken their 
training at home, according to the 1957 
Blue Book of the National Home Study 
Council. This directory of private home 
study schools contains a classified break- 
down of the hundreds of courses avail- 


191 





BURGLARY 

AND FIRE 

RESISTIVE 
SAFE 


FOR MONEY 
AND RECORDS 


YOUR BEST PROTECTION for both money and 
records, in one combination unit. Schwab's Round 
Door Mercantile “E"' Bank "'H" rated Burglary 
Chest shows where money is and prevents wrecking 
of the fire resistive records safe anchored below. 
Unit can be built to fit your needs, Chest has 
Underwriter's Relocking Label—saves you additional 





10% insurance premiums. Write us your particular | 


requirements or ask for literature. 


SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 
For More Information Circle No. 257 





J.A.HEINRICH 


DANKERS 
HAMBURG 11 


GERMANY (Western Zone)establ. 1905 


ACCESSORIE 
fo) mee || Me)aslo—maakelelsltal—t5 
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| @ the top lines on the card clearly. 


| @ will 


| @ pliers. 


END Scratched Plates! 


Cut Costs, Save Labor With New 


ate lee ev 


DUAL-USE HA GER-CARRIER 


Fast ONE-HAND Operation! 
For Plates, Negs to 11x14! 


NOW get faster, casier, scratch-free handling 
of plates and negatives with Nec-O-PLATE 
Hanger-Carriers throughout your shop! Fast 
wedge-grip action, plates need never touch! 
Holds 50 plates or negs to 11x14, instantly 
removable for carrier use. Only $3.95 each, 

stpaid if check with order, 10-day money- 
ack guarantee. Folder on request. Dealer 
inquiries invited! 


LITHO RESEARCH, INC. 
2417 Second Ave, Dept.OM Seattle 1, Wash 


For More Information Circle No. 259 


© Keep Up to Date on 
New Equipment 


USE THE READER INQUIRY 
CARDS IN THIS ISSUE. 


q 


ust circle the numbers appear- 
ing with advertisements and new 
product items. Be sure to fill out 


No postage required, Your re- 
quests for complete information 
receive prompt attention 
and 


from manufacturers sup- 
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able, 16 pages on apprentice training and 
other occupational information. A study 
by Dr. Homer Kempfer, executive direc- 
tor of NHSC, showed almost 30,000 stu- 
dents enrolled in correspondence courses 
in accounting during 1955. Many of these 
were the result of training agreements be- 
tween corporations and schools to upgrade 
bookkeeping and executive personnel. 


{BM Computer Installations 


Gulf Oil Corp. has placed in operation 
its third IBM 650 Data Processing System. 


Increase Efficiency, 
Reduce Costs — Sold 
only through our Dealers. 


J. O. Timms, general manager of the 
Philadelphia refinery, said that ‘the me- 
dium-sized electronic computer was in- 
stalled to assist in handling both engineer- 
ing and accounting problems in the re- 
finery’s operations. 

United Merchants & Manufacturers, 
Inc., New York, now has an IBM 305 
Model A Ramac, the first of its type in 
the textile industry. The machine is being 
tested to solve problems of merchandising 
control in textile converting operations. 


DEALERS: Liberal Discounts — Delivery 





you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 








= INTERNATIONAL BUSINESS FORMS 
c Oo ° ioe ae 


| oN RP R A 
FORMERLY ARK-N-SETS, INC. 


1600 E. 26TH STREET oe 


LITTLE ROCK, ARKANSAS 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St., Little Rock, Arkansas 





Protect your 
Pufik mongin 


with a 


TIME RECORDER © 


Employee time is the biggest single 
item of overhead. Lost time and tardi- 
ness can add a heavy and _ useless 
burden to this expense. A LATHEM 
Time Recorder provides the accurate 
record you must have for complete 
control of employee time. 


LATHEM TIME RECORDER CO. 
84 THIRD STREET, N.W. 
ATLANTA, GEORGIA 


i LATHEM TIME RECORDER CO. 
84 Third St., N.W., ATLANTA, GEORGIA —s | 
Gentlemen: Please send me further information, | 

1 catalog and prices. | understand there is no | 
obligation on my part. 





. Name 


0 Address 
i 





City. State 





4 
| 
i 
i 
a) 
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NEWS of 
Industry 





Pitney-Bowes Executives 


Harry M. Nordberg, vice president for 
sales and service of Pitney-Bowes, Inc., 
was elected executive vice president and a 
director, and Elwood M. Davis, general 
sales manager, was elected to succeed Mr. 


Harry M. Nordberg Elwood M. Davis 


Blynn B. Beck Paul V. Roberts 


Nordberg, it was announced by Walter 
H. Wheeler, Jr., president. Blynn B. Beck, 
product sales manager for postage meters 
and mailing machines, was appointed gen- 
eral sales manager; Paul V. Roberts, man- 
ager of special machine sales, succeeded 
Mr. Beck; and Walter H. Wheeler III, 
assistant product sales manager for special 
machines, became manager. Joseph A. 
Lamplugh, sales staff executive in charge 
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Walter H. Wheeler 3rd Joseph A. Lamplugh 


of selection and training of salesmen, was 
named director of sales training, a new 
post. 


Smith-Corona Executives 


Smith-Corona’s top management was 
expanded by the election of Emerson E. 
Mead and Gordon H. Smith to the newly 
created posts of vice president of opera- 
tions and vice president of planning and 
administration, respectively, according to 
Elwyn L. Smith, president. Mr. Mead’s 
responsibility will be for the overall manu- 
facturing operations of the company and 


Emerson E. Mead Gordon H. Smith 


its domestic subsidiaries, while Mr. Smith’s 
will include corporate planning, personnel 
policy and programming, legal counsel 
functions and overseas operations. The 
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Whatever line 7 are you ready to fill the 
of conventional MESSY NEEDS 


duplicating Hl Of today’s customers? 


products ae 
evolutionary changes and improvements in typewriters and 
you now handle duplicating machines now call for the carbon and ribbon products 
that provide reliably good results with these new machines. 


To meet more fully all of today’s requirements Allied research has 
developed a whole new concept in specialized products. 


Take, for instance, one example: 


colored ribbons 
to match lietterheads 


With colored letterheads so popular, Allied Dealers enjoy a com- 
petitive advantage in selling ribbons to match their customers’ 
letterheads. Exact matches are produced from our stock of 27 
color shades in fabric ribbons and 30 different shades of carbon 
paper ribbons. 

Let the Allied man® show you one or more of these newest develop- 
ments, which you can add to your current line, to fill the needs of 
your most im t customers foday—and you'll begin to get 
acquainted with the value of an Allied franchise. 


* P.S. Or we'll be glad to send you details by mail. Just write to Dept. B3. 


Li | D CARBON AND RIBBON MANUFACTURING CORPORATION 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3425 So. Main, Los Angeles 7. Calif. 


For More Information Circle No. 273 
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This is the ONE Agency... 





This is the one agency directly 
authorized by Monroe 

for the Foreign Distribution of 
world famous used 

Monroe Calculating Machines. 


CALCULATOR EQUIPMENT CORPORATION 
556 Central Avenue, Orange, New Jersey 





For More Information Circle No. 229 
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additional executive manpower will 
strengthen the company’s ability to carry 
out its growth and development program, 
initiated ten months ago with the acquisi- 
tion of Kleinschmidt Laboratories, pro- 
ducer of high speed printed communica- 
tions equipment. 


Hanson Returns to Tiffany 


Earl E. Hanson, 
well known in the 
office equipment 
field, was appointed 
to the new post of as- 
sistant general man- 
ager of Tiffany Stand 
Co. Mr. Hanson, who 
recently resigned as 
sales manager of Co- 
lumbia Steel Equip- 
ment Co., was one 
of the first Tiffany factory representatives 
. in the company’s pioneering days. His 
headquarters will be in St. Louis but he 
will be on hand at many equipment ex- 
hibits. 


Earl E. Hanson 


Assistant to the President 


Royal McBee 

Corp. announced the 

appointment of Rob- 

ert C. McCormick 

as assistant to the 

president. Mr. Mc- 

Cormick succeeds 

D. O. Harrington 

who resigned. Mr. 

. 4 McCormick had been 
Robert C. assistant to A. T. 
McCormick Craft, vice president 

in charge of data processing equipment 
sales and service. He joined the company 
in 1945 and has held a number of varied 
sales positions prior to his present up- 
pointment. In announcing the appointment, 
Philip M. Zenner, president, noted that 
Mr. McCormick’s background in the sales 
and service of office machines, forms and 
methods will be particularly valuable as 
Royal McBee continues its expansion in 
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the electronic computer, advanced writing 
machine and integrated data processing 
fields. 


Sheppard Executive Vice President 


Appointment of 
Edgar H. Gibson to 
the new post of 
executive vice presi- 
dent of C. E. Shep- 
pard Co., was an- 
nounced by C. E. 
Sheppard, president. 
Mr. Gibson, a lead- 
ing authority on 
business systems, 
comes to Sheppard 
from Ditto, Inc., where he was eastern 
division sales manager. He had also been 
associated with Royal McBee Corp.. as 
general sales manager of the McBee Divi- 
sion, and Burroughs Corp. His appoint- 
ment is expected to lead to his ultimate 
advancement as head of the company. 


Edgar H. Gibson 


Now Control Systems Inc. 


H. R. Mathieu, president, Plus Com- 
puting Machines, Inc., announced the 
change of the name of the corporation to 
Control Systems Inc. Plus Computing 
Machines, Inc., was incorporated in New 
York as a wholly owned subsidiary of Bell 
Punch Co. Ltd., London, England, one of 
the group of companies of which the sole 
stockholder is Controls Systems Ltd., Lon- 
don, England. Chief interest will con- 
tinue to be the sale of the present and 
future Plus Adding and Calculating Ma- 
chines and the range of products is ex- 
pected to be widened to include others 
manufactured by Bell Punch Co. A Plus 
Computing Machines Division has been 
formed to supervise the sales and service 
of Plus Adders and Calculators. Corpo- 
rate structure and ownership of the com- 
pany remain the same. 


Anken-Ampto Appoints Peet 


William H. Peet was appointed assistant 
sales manager to Anken Chemical & Film 
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| Corp. vice presidents Louis P. Ratti and 
M. Richard Boyer. He will handle indus- 
trial photographic and office photocopying 
lines of Anken; its affiliate, Ampto, Inc., 
and several of the Anken-Ampto Newton, 
N.J., chemical and film subsidiaries. In 
addition, Mr. Peet will devote his atten- 
tion to establishing a distributor-dealer 
setup for the Ampto line of photocopying 

| processors, transfer films and papers, and 
the Ampto Reversal Negative syxtem for 
preparing offset printing plates by the 
diffusion transfer process. 


| New NCR Positions 


Creation of a new post in the domestic 
sales organization of National Cash Reg- 
ister Co.—that of manager of cash register 
| sales—was announced by John M. Wilson, 
| vice president in charge of sales. Named 
to fill the position is T. E. McCarthy, 
former branch manager at New Orleans. 
J. R. Herron, head of NCR’s register re- 
building department, was appointed to the 
new post of manager of used product 
sales. Mr. Herron will direct the sales of 
used machines acquired as trade-ins. 





MT. OLIVE, 
ILL. 


on the complete Hano line | Monroe Appointments 


To provide the fast, complete service for dealers Monroe Calculating . Machine Com- 
that is such an important part of Hano policy, we | a president, W. K. Clifford, = 
operate two plants and warehouses. These help | nounced the appointment of F, M. Smith 
provide the shipping service Hano dealers want | Jt-, formerly branch manager at Houston, 
for... to central division manager. Mr. Smith 
@ Registers and forms @ Tabulating forms | heads sales operations in nine states with 
@ Snap-a-Part forms _ @ Stock forms | headquarters in Evanston, Ill. M. F. Hef- 
e Continuous forms @ Accessories fernan, predecessor to Mr. Smith in the 
central division office, has transferred to 

| Monroe’s offices in Tulsa, Okla. Recent 

aie aan aed ies ee Monroe branch manager appointments in- 

Ask for the folders: This is | Clude H.,. J. DeBoer in Houston; G. E. 

pane and Business Forms | Suiter in Dallas; J. W. Myers in Spring- 

dealerships open in the South, field, Ill.; P. E. Campbell in Dayton; and 


Southwest and Midwest for . . : . 
established stationers. Thomas Centracchio in Springfield, Mass. 


Paris Business Show 
The 1957 International Office Equip- 
COMPANY, INC. ment Salon takes place at Exposition Park, 
ence ciel inks Getene ent teh Sie | Versailles, France, Oct. 10- 20. This exhi 
HOLYOKE, MASSACHUSETTS WT, OLIVE, ILLINOIS | bition, under the general direction of Max 
For More Information Circle No. 314 
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Hermieu, has always been one of the out- | 
standing exhibitions of office equipment 
conducted in Europe each year. 


Oxford’s Visual Selling 


Oxford Filing Supply Co. has retained 
Ken White Associates to undertake exten- 
sive research covering all aspects of the 
company’s visual selling program. Accord- 
ing to William I. Thompson, Oxford sales 
manager, this is part of an exhaustive 
reassessment of the firm’s visual “person- 
ality” from packaging through dealer fran- 
chise identification, letterheads, catalogs 
and related materials. 


Midwestern Representatives 


Midwestern Mfg. Corp., insulated rec- 
ords container manufacturer, announced 
appointment of the following representa- 
tives: Newman R. Donnell, Kansas City, 
for Kansas, Iowa, Nebraska and western 
Missouri. Clarence E. Barrett, Irving, 
Texas, for Texas-Louisiana. Martin M. 
Moldow & Associates, New York, for the 
Atlantic seaboard, Philadelphia, New York 
City and Néw England. J. W. Rhea, Inc., } 
St. Louis, for eastern Missouri and central ; AUTOMATIC 
Illinois. iS OFFICE PAPER 
= SHREDDER 
| f Add filing space by 


destroying cancelled 
checks, ledger sheets, time cards, 
W2's, pay vouchers, and obsolete 
papers—in your own office! The new 
"SILVER EXECUTIVE AUTOMATIC” 
Paper Shredder is the only automatic 
feed machine .. . shreds papers into 
unreadable '/4” strips, in just a few 
seconds! The machine is an attractive, 
typewriter-size, portable desk model, 
with full '/2 HP motor. Completely 
safe, and easy to operate. Many other 
sizes available, too. 


Ten-Day Trial on any shredder. 
Write today for literature. 


A 2 

Final inspector Martha Thompson check- Se 

ing tapes coming from three Victor Auto- | INDUSTRIAL SHRE DER 

matic Printing Calculators being tested | Sind Villern 

simultaneously by Victor’s new automatic | a 
tester in their main plant in Chicago. | 103 MILL ST. ° SALEM, OHIO 


For More Information Circle No. 334 
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TYPE CLEANING MADE EASIER 


with the omazing 


ji 


CLEANS 
© Typewriters 
© Billing Machines 
© Adding Machines 


Typists ond business 
machine operotors want 
*Norta Plastic Type Cleaner 
—it's easy to use—no mess ae sing Plates 
=no liquids to spill v Phe menos a. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 


1165 Broadway, New York |, N. Y. 

For More Information Circle No. 328 
COTTERMAN “TUBULAR 

WELDED STEEL 

SAFETY LADDERS 

For Filing Rooms, 

Stock Rooms, Vaults. 

Strong—Easy to Move, 

Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the ltad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Mace in 13 heights — 4 
widths. Send for Circular 

56-0 and prices. 


1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Hil. 





SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Write for Circular 
and Prices 


. CAN-p 


32 t McWHLLIAMS ST 
FOND DY LAC, WIS. 


For More Information Circle No. 330 


CASH REGISTER 


PARTS 


aS 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207 E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 331 
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| Freight Classification Manual 


A Freight Classification Manwal for 
office supply and equipment products, is- 
sued for use in transportation cost control, 
has been released by the National Station- 
ery & Office Equipment Assn. Compiled 
by Frank M. Cushman, traffic consultant, 
this is a revision of a similar manual 
issued several years ago. The 1957 edi- 
tion classifies more products and includes 
the latest rate information. Additions and 
corrections will be made to keep the man- 
ual current. Details on the manual are 
available from NSOEA, 740 Investment 
Bldg., Washington 5, D.C. 


NOFA Area Conferences 


The Area Sales Conference Plan of Na- 
tional Office Furniture Assn. gained mo- 
mentum with May conferences in Palo 
Alto, Calif., Dearborn, Mich., Boston and 
New York; and June conferences in Chi- 
cago and Denver. Their management 
seminar was held at Michigan State Uni- 
versity in May. A Cleveland-Pittsburgh 
conference will be held Sept. 13-14, and 
there will be a NOFA Sales Training 
School in San Antonio, Texas, in Sept. 
Details from National Office Furniture 
Assn., 327 S. La Salle St., Chicago 4. 


William Schulhof (right), publisher of 
THE OFFICE, presents THE OFFICE 
Magazine’s Award to Vern Vallet, presi- 


| dent of the Los Angeles Chapter of Na- 


tional Office Furniture Assn., for the chap- 
ter’s highest increase in membership dur- 
ing the past year. 
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Smead Adds Products 


New price lists of Smead Mfg. Co. show 
several new items which have been added 
to their line. These include Card Size 
Folders in all standard sizes with square, 
half, third and fifth-cut tabbing. Items in 
Smead’s Open Shelf Filing line include: 
Index Guide (letter and legal) with flat 
insertable celluloid tab, with or without 
a back hook; Side-Tabbed Folders (letter 
and legal) in manila, kraft and pressboard; 
Pressboard Folder, plain and double faced 
metal tabs; manila one-piece construction, 
drop front pocket with open bottom corner 
on back edge, flat or 1” or 2” expansion; 
Redrope Pocket of heavy five-piece con- 
struction, drop front, gussets both ends, 
with double faced metal tabs at top. 


Frye Special Products Manager 


William J. Peverill was named sales 
manager of the special products division of 
Frye Mfg. Co., Des Moines. Paul H. 
Alexander, sales service manager since 


STOP 


orcoemememerenaigntinc = on 


i 


1955, succeeds Mr. Peverill as district 
representative in Ohio, Mich., Ind. and 
western Pennsylvania. Frank W. Mills is 
district representative’ in Iowa, Minn, 
Nebr., Kans. and Mo. 


Datamatic Expands Again 


Expansion of production facilities of 
Datamatic Corp., Boston, was reported 
by Walter W. Finke, president. The firm 
has acquired an additional 75,000 sq. ft. 
of factory space to enlarge production of 
its electronic data processing systems of 
the $2-million-to-$2%-million class. This, 
the third major physical expansion move 
for the two-year-old company, brings its 
total plant area to 130,000 sq. ft. Data- 
matic, owned jointly by Minneapolis- 
Honeywell and Raytheon, has received six 
orders for its electronic office systems. The 
first, for Michigan Hospital Service, De- 
troit, will be installed this fall. Other 
orders include the First National Bank in 
Boston, and installations in Minneapolis- 
Honeywell and Raytheon offices. 


@ Chronologically records actual on-and- 
off time by duration. 
@ Gives absolute time-study data per operation. 
@ Establishes true cost accounting. 
@ Permits supervision of parts replace- 
ment, repairs, maintenance. 
@ Gives total operating time of machine, 
feed or belt-line. 
@ Chart sprocket-driven, maintains accurate timing. 


i Leica 


TIME RECORDER + TOTALIZER 


TR+T records on continuous 4-month tape. Uses no 


ink. No maintenance. Thousands in use in large and 


small plants. 


Now get complete, accurate, documented production 
data on any machine, process, operation. Eliminates 
costly, inaccurate spotchecks, time studies. 


STANDARD INSTRUMENT CORP. 657 sroanway 


Writ 
fue for complete 
in Jormation to: 


Dept. O-R].7 


Division of HEAT-TIMER CORPORATION New York 12, A 


For More Information Circle No. 321 
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THE ONLY BOOK 
OF ITS KIND! 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me 


Describes all office reproduction and 
duplicating processes. Time-saving charts 
show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad- 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


includes: 

CARBON PAPER, 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING, 
FLUID DUPLICATING, 

STENCIL DUPLICATING, 

RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING, 
PHOTOGRAPHY (CAMERA), 

CONTACT PHOTOCOPY, 


CONTACT PRINTING 
(TRANSLUCENT MASTER), 


FACSIMILE MASTER PREPARATION, 
AUTOMATIC TYPEWRITERS, 
AUTOMATIC DATA PROCESSING, 
COMMUNICATION TRANSMISSION, 
FACSIMILE TRANSMISSION, 

PUNCHED CARD DATA TRANSMISSION, 
IMPRESSION STAMPS, 

ADDRESSING METHODS, 

TABULATING MACHINES, 

SIGNATURE MACHINES, 

OTHER IMPRINTING MACHINES, 
BINDING AND FINISHING EQUIPMENT, 


Over 200 pages of helpful information, 
and illustrations (including 100 pages of 


advertising by duplicator manufacturers, 
with Buyer's Guide index). 


copies of the MANUAL OF OFFICE REPRODUCTION 


at $3.25 a copy. () ! enclose remittance. [ Send invoice. 


Street 


THe Orrice—July, 1957 





The 15,000-sq. ft.-addition to the plant of Frankel Mfg. Co., under construction at 285 

Rio Grande Blvd., Denver, which was required to handle expanding business, according 

to Eugene Weisberg, Frankel’s general manager. This will give the firm a total of 60,000 

sq. ft. of manufacturing and warehousing space for stencils and duplicating supplies. 
Henry G. Frankel is president of the company which he founded in 1906. 


To Make Tab Cards 


American Business Systems has ex- 
panded their business forms manufacturing 
facilities to include the making of tabu- 
lating cards, it was announced by R. J. 
Weinstock, general sales manager and co- 
owner. “The new Carroll Presses we pur- 
chased from IBM will enable us to cover 
the entire business forms and tabulating 
card field under one roof,” said Mr. Wein- 
stock. 


Data Processing Sales Manager 


Royal McBee Corp. announced the ap- 
pointment of Robert M. Reynolds as gen- 
eral sales manager of the Data Processing 
Equipment Division. Mr. Reynolds moves 
from Memphis to the corporation’s head- 
quarters in Port Chester, N. Y., where he 


Auto - typist sales 
re presentatives 
from all parts of 
the country at the 
annual three - day 
sales meeting of 
American Auto- 
matic Typewriter 
Co., Chicago, at 
the Moraine Hotel, 
Highland Park, Il. 
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will work directly under A. T. Craft, vice 
president of data processing sales. The 
position was held by Mr. Craft until he 
was elected a vice president. 


Buys Chair Company 


Purchase of Aluminum Seating Corp., 
Akron, Ohio, by Globe-Wernicke Co., 
Cincinnati, was announced by R. Herman 
Hammer, president of the Cincinnati firm. 
This culminates a desire of Globe-Wer- 
nicke to manufacture its own complete 
line of office chairs. 


NCAI Elects Ohlsson 


Erik A. Ohlsson, president of Facit, 
Inc., distributors of Swedish-made office 
machines, was elected to the board of 
directors of the National Council of Amer- 





ULTISTAMPD 


STENCIL DUPLICATOR ® 


MANUFACTURED ONLY BY THE MULTISTAMP CO. HORFOLK, VIRGINIA 





CARTON MARKING 


Dyaperr ELecrRics im 
AND ADDRESSING amnion fl 


PRINT DIRECT! Save the cost of shipping 
labels and of attaching labels to cartons. Ad- 
dress 1,000 or more cartons from one low-cost 
stencil without re-inking. Model /A illustrated, 
complete outfit, $12.50. Smaller size, Mode! 
No. | complete outfit, $9.50. 


ALSO IDEAL FOR 


SHIPPING TAGS MENUS 
LABELS OFFICE FORMS 
POSTCARDS BULLETINS 


Portable, non-mechanical, or non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to 
$99.50, including supplies (f.o.b. factory). No. 3 
complete outfit (illustrated below), postcards and 
large tag size, $19.50. Write for literature or see 
your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 


OVER 35 YEARS 
For More Information Circle No. 335 


MANUFACTURERS OF DURALUMINUM 


HOLDERS soir 


SWAPOUT 


MANY 
STYLES 


MG. CO., INC. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 336 


204 











ican Importers, Inc. Mr. Ohlsson will rep- 
resent the interests of the office equipment 
industry. His firm is affiliated with A. B. 
Atvidabergs Industrier, manufacturers of 
Facit calculators, Odhner adding machines 
and Halda typewriters. 


Metiwal Division Director 


Prosperity Co., Syracuse, N.Y., an- 
nounced the appointment of L. Hubert 
Carlock Jr. as director for its Metlwal 
Div. Mr. Carlock was president of Alpha 
Marine Industries and assistant to the 
president of Allied Federal Industries, 
both of Newark, N.J. He will be respon- 
sible for planning, programming and co- 
ordinating the entire Metlwal product 
functions. He will also direct the activities 
of Metlwal engineering and sales which 
were combined under one Prosperity divi- 
sion. Prosperity president Oliver J. Green- 
way said the appointment was designed to 
promote increased expansion of the Metl- 
wal line of movable steel partitions. 


Horness Plant Opens 


Horness, Inc., has opened an office fur- 
niture factory in Three Oaks, Mich., and 
will commence manufacturing aluminum 
chairs for Browne-Morse Co. of Muske- 
gon. President of the firm is Joseph Hor- 
ness who also heads Browne-Morse Office 
Furniture Co. and Ohio Chair Co. : 


At the double celebration of C. E. Shep- 
pard Co. which marked the company’s 
57th anniversary and Mr. Sheppard’s 82nd 
birthday. L. to r.: Max H. Krueger, vice 


president and general manager; C. E, 

Sheppard and Edward H. Gibson, newly 

appointed executive vice president (see 
announcement on page 197) 
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Improved 


| CLIX 
CLix = 1-HOLE 


3-HOLE PAPER PUNCH he Bie ge 


NCH 

Simplest, surest paper punch made. Punches P U C 

all 3 holes for 3-ring binder sheets at a single Personal paper 

squeeze. No adjustments to make, no gauges punch for indi- 

to set, no places to mark. Insert sheets and viduals, home, office and industry. Light pres- 

squeeze! Weighs less than 16 ounces; fits sure of thumb punches clean 4" hole instantly 

brief case or desk drawer. $4.00 list. in paper, light cardboard, etc. Ideal for punching 
tickets, tags, restaurant checks. 

en 3. rupees 3 holes 12 in counter display carton. 60 

\%" dia., spaced 44" on cen- cent list. 

ters, 4%" from back binding o 

edge — standard spacing ; 7 MODEL 100x... Punches 14" 

11" x 814" sheets. hole, 4" from binding edge. 


Rar: 





Order from your Sta sdimun or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.— HARRY HENKEL ASSOC., 1355 MARKET ST., SAN FRANCISCO 


For More Information Circle No. 240 








sonoma 





Experienced buyers of business machines 

recognize the importance of obtaining 

quiet, dependable operation. This ac- 

It pays to be counts for the increasing preference for 
office appliances driven by special appli- 


MOTOR CONSCIOUS cation Lamb Electric motors . . . known 


for long-life and trouble-free performance. 


THE LAMB ELECTRIC COMPANY 
< ‘ KENT, OHIO 
business A Division of American Machine and Metals, Inc. 


In Canada: Lamb Electric—Division of 


machines Sangamo Company Ltd. — Leaside, Ontario 


Lamb Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 


when buying 








For More Information Circle No. 241 
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It just SNAPS apart 


LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 








For More Information Circle No. 253 


RITE-LINE copyvuo.iper 


e SAVES EYESTRAIN * TAKES COPY UP TO 20" 
e PROMOTES ACCURACY * HOLDS NOTEBOOK 
e INCREASES PRODUCTION «FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 





Send for FREE Booklet describing RITE-LINE COPYHOLDER 


RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D. C 


For More Information Circle No. 254 
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Ce "4 oo 7 
— <<. — 
Most Important Business Show Ever! 


The 1956 National Business Show went way beyond 
anything ever held before: x Most Important in 
number of exhibits * Most Important in attendance 
* Most Important in enthusiasm. 
and the 1957 Show promises to be still more important. 


NATIONAL BUSINESS SHOW 


All the industry exhibits— All management attends 
OCT. 28th THROUGH NOV. Ist, 1957 
New a. Coliseum, Columbus Circle, New York 

4“ Le ea 


Director 
33 West 42 Smee ta . ¥. 36,N. ¥. + Pennsylvanie 66760 


For More Information Circle No. 255 


Don't drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from #0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 





PN aciiidesllieliheiadebbealeiadiidaleshel 


TIrIiitiitiitiitiv 


For More Information Circle No. 256 
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National Conference 
& Exhibit Calendar 


National Office Machine Dealers Assn., 
Penn-Sheraton Hotel, Pittsburgh, June 
30-July 3. 


National Secretaries Assn., Sheraton- 
Jefferson Hotel, St. Louis, July 17-20. 


American Statistical Assn., Ambassador 
Hotel, Atlantic City, N. J., Sept. 10-13. 


National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 28-Oct. 2. 


National Institute of Governmental Pur- 
chasing, Netherland Hilton Hotel, Cin- 
cinnati, Oct. 6-9. 


Systems & Procedures Assn. of America, 
Statler Hotel, Los Angeles, Oct. 7-9. 


National Assn. of Bank Auditors & Con- 
trollers, Atlanta Biltmore Hotel, At- 
lanta, Oct. 7-10. 


American Institute of Accountants, 
Roosevelt Hotel, New Orleans, Oct. 26- 
31. 


National Business Show, Coliseum, New 
York, Oct. 28-Nov. 1. 


National Business - Forms 
Hollywood Beach Hotel, 
Beach, Fla., Nov. 9-14. 


Associates, 
Hollywood 


Eastern Joint Computer Conference, 
Sheraton-Park Hotel, Washington, D.C., 
Dec. 9-12. 


READERS ORDERING A CHANGE 
OF ADDRESS should provide both their 
old and their new address, and give one 
month’s notice. 
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VERTICAL 


FILES 


SME SAVES & PROTECTS 
| your STENCILS, 
OFFSET NEGATIVES & MASTERS 


sticking and creasing 
° harmful oxidation 
against scratching damage 
lost or wasted time 


STOP AND THINK what a big investment you may 
have “‘filed’’ in messy piles, on hooks, etc. You’re 
throwing away an average of $10.00 every time 
an original is lost or damaged! 

With a low-cost, sturdy MIM-E-O Vertical FILE, 
you can prevent the waste of hundreds of dollars 
a year! Stencils, negatives ond masters hang free 
from pressure . . . protected against damage . . . 
easy to file and find. LIPS 


4 | SAVE 
SPACE 


EASY-FILE © 


There's a MIM-E-O 
model to save and 
protect all types and 
sizes—capacities from 

150 to 1400. 


Write today for FREE Illustrated Brochure! 


EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St. @ Chicago 22, Ill 


300 Distributors . . . coast-to-coast . . . to help 
you solve your stencil or offset filing problem. 


For More Information Circle No. 338 
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Acco Products 

Addo-X, Inc. . 

Allen & Co. . 

Allen Business Machines, Inc., R. C. 
Allied Carbon & Ribbon Mfg. Corp. 
American Automatic Typewriter Co. 
American Dictating Machine Co. 
American Lithofold Corp. .. 
American Numbering Machine Co. 
Ames Supply Co. 

Ampto, Inc. 

Atlas Stencil Files Corp. 

Autopoint Co. 


Baltimore Business Forms Co. 
Bankers Box Co. ; 
Bonnar-Vawter, Inc. 

Box 757 ; 

at Co., Charles 

Bud Type Cleaner Co 
Burgess-Manning Co. 
Burroughs Corp. 4 
Business Electronics, Inc. 


Calculator Equipment Corp. 
Can-Pro Corp 

Cashere Corp. 

Cel-U-Dex Corp. 

Cheshire, Inc. 

Clary Corp. 

Cole Steel Equipment Co. 
Colonial Carbon Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Comptometer Corp. . 
Convoy, Inc. 

Copease Corp. ... 

Cormac Industries, Inc. 
Cotterman, |. D. 

Cramer Posture Chair Co 
Cromwell Printery, Inc. 
Cummington Corp. .. 
Cummins-Chicago Corp. . 


Dankers, J. A. Heinrich 
Datamatic Corp 
Davidson Corp 
Dewberry ores Co 
Dick Co., A. B. 
Diebold, — 

Ditto, Inc. 


25, 153 
Inner Back Cover 


Eastern Corp. ’ og . i 
Eastman Kodak Co, ..... ; 4 
Emmert Mfg. Co. — ; 30 
Esleeck Mfg. Co. ae ; 189 
E-Z Sort Systems, Ltd, 


Faber-Castel! Pencil Co., 
Facit, Inc. 

Federal Mining & Mfg. Co. 
Felins Tying Machine Co. .. 
Ferris Business Equipment . 
Fletcher Paper Co 

Force Western, Inc. 

Force & Co.. Wm. A. 

Frankel Mfg. Co. 

Friden Calculating Machine Co. 


208 


Gates Acoustinet Co 
G-R Products, Inc. 
Graphic Systems 


Hall-Welter Co, .. 
Haloid Co. ...... 
Hano Co., Philip 
Heat-Timer Corp. 


Hunter Photo- Copyist, Inc 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Ideas, Inc. 

Industrial Shredder & Cutter Co 

Inserting & Mailing Machine Co. 
Inter-Continental Trading Corp. 
International Business Forms, Inc 
International Business Machines Corp. 
International Grapho Analysis Society, Inc 
International Office Appliances, Inc. 
Interstate Metal Products Co 


Jones Box Co., Jesse 


Kenro-Graphics, Inc. .. 
Koh-i-Noor Pencil Co, . 
Krayer Mfg. Co. 


Lamb Electric Co. .. 
Lansdale Products Corp. 
Lassco Products, Inc. .... 
Lathem Time Recorder Co. 
Lee Products Co, ... 
Letterex Corp, ... 

Litho Research, Inc. .. 
Lithoplate, Inc. 


Management Contro| Charts Co. 
Manpower, Inc. 

Marchant Calculators, 
Martin-Yale, Inc. 

McBee Co. . 

Midwest Rotar y Maniforms 
Miller Sewer Rod Co, . 
Milwaukee Metal Furniture Co. 
Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. . 
Modern Business Forms Mfg. Co 
Moller Products Corp. 

Moore Business Forms, Inc. 
Moore, Inc., P Bales 

Morris Co., Bert M. .... 
Multistamp Co, .. 


: bike 
53, 90, 117, 
iis \7 


National Business Show .. 
National Cash Register Co, 
Nekoosa-Edwards Paper Co. 
New England Paper Punch Co. 
Nippo Machine Industry Co., 
Norta ew Co. 

Nu-Arc Co 
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Office Publications Co, ........... . 192,202 
Olivetti Corp. of America .. : gee ae 
Outlook Envelope Co. ... 209 


Pearl Engraving Corp. 184 
Photostat Corp. ke 

Pioneer Toledo Corp. 

Pitney Bowes, Inc. ............ 

Plastic Binding Corp 

Port Huron Sulphite 7 Paper Co. 

Posting na Corp. 

Precision Mfg. 

Print-O-Matic " s%s 

Pronto File Corp. 


Rapid Roller Co. 

Record Files, Inc. 

Regna Cash Registers, Inc, 
Remington Rand Division 
Rest-A-Phone Co. 

Rex-Rotary Distributing Corp. .. 
Rite-Line Corp. 

Roberts Rubber Co., Weldon 
Roll-O-Graphic Corp, ....... 
Ross-Martin Co. 

Royal Typewriter Co. 
Rubber Ejector Roller Co, . 


Saunders Mfq. Co. . 
Schwab Safe Co. 
Scott-Rice Co, .. 


VOLUME FILES 
FOR YOUR 
COPIES OF 
THE OFFICE 


This new durable and attractive file in rich 
maroon and gray with |6-carat gold lettering, 
looks and feels like leather and is washable. 
No irritating wires to handle, Any copy may 
be removed. Each file holds one volume (six 
months) of THE OFFICE with the volume 
index in the last copy (June and December); 
two files hold an entire year's issues. Files are 
reusable and ‘unconditionally guaranteed or 
your money back, Postpaid in U.S. 
| File (for six months issues) $2.50 


2 Files (for a year's issues) $5.00 
3 Files for $7.00; 6 Files for $13.00 


JESSE JONES BOX CORPORATION 
P. ©. Box 5120, Philadelphia 41, Pa. 
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Scriptomatic, Inc. 


48 
Shaw-Walker Co. .................Outer Back Cover 


Shredmaster Corp. . ‘ nieeen oe 
S & M Distributing Co, .. 168 
Smead Mfg. Co. aS - AS 
“Charles C. , 184 
; ag .. Inner Front Cover 

. 


Smith, Inc., 
Smith-Corona, ine. 
Speed-O-Print Corp. 
Standard Duplicating Machines Corp. 
Staplex Co. 

Stile-Craft Manufacturers, 

Stolper Steel Products Corp. 

Swift Business Machines Corp. ... 
Swingline, Inc. .. : 

Syntron Co. 


Tab Products Co. 
Thomas Collators, 
Typewriter Equipment Co. 


Vari-Typer Corp. 

Victor Adding Machine Co. ... 
Victor Safe & Equipment . 
Vue-Fax Corp. 


Wassell Organization, Inc. 
Wausau Paper Mills Co, 
Worden Co. 


Zip-O-Riter Products 























PAYCHECK “OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook 


NV. Wash 


Envelope s ° 


For More Information Circle No. 282 





As We See It... 


The necessities of the times, like the mind, 
cause changes in business thinking. This is evi- 
denced today by the fact that office equipment is 
leased primarily to conserve capital with tax con- 
Siderations being secondary. This was pointed out 
recently by Jack Wolfe, vice president, Federal 
Leasing Corp., Los Angeles, who cited the result 
of a survey which put the average gross return on 
capital invested in inventory at 7% with turnover 
averaging three times a year for a gross annual 
return of 21% (the figure would be greater if capital 
were compounded). This gross percentage is, of 
course, before taxes and expenses are deducted. 

To further illustrate his point, Mr. Wolfe 
gives the example of an office ordering 20 electric 
typewriters for $10,000. If purchased, the firm 
could recover its capital by depreciation over a 
five-year period. This would release $2000 a year 
on which (at 21%) the firm could make $420. If the 
equipment were leased at a rate of 3.5% of its cost 
per month, the firm would spend $4200 the first year 
and would retain $5800 upon which it could gross 
$1218. Deducting leasing expense at the high tax 
rate of 50%, another $2100 would be released to earn 
$441-for a gross total of $1659. 

Many firms that gross more than 21% per annum 
wind up with a net loss but, for firms which do not 
have a large capital surplus, it would seem that 
leasing is a sound idea. The question of when to 
lease is best answered by individual analysis of the 
value of profits on freed capital as opposed to the 
cost of leasing. 

Of course, there are still some old-fashioned 
businessmen who prefer to pay for, and own, the 
equipment and property they use. That philosophy, 
naturally, eliminates all complications and con- 
fusions. 
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BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United: States 
© 


POSTAGE WILL BE PAID BY 


“Office 


MANAGEMENT + .v. « METHODS 


OFFICE PUBLICATIONS COMPANY 
232 Madison Avenue 


New York 16, New York 


First Class 
Permit No. 38947 


New York, N.Y 





on products or other items in this 
issue CIRCLE THE KEY NUMBERS 
(not page numbers) and mail this 
inquiry card. 





READER SERVICE DEPT.: Please Send To: PLEASE PRINT CLEARLY 


Name _ et Bee le ’ £- _.___ Pesition 


Company 


Address __ 


City ____ 


information on No. 10! 
117 118 #319 120 121 
137, 138 139 140 141 155 
157 158 159 160 161 175 
177 178 179 #180 181 195 
197 198 199 200 201 
217 218 219 220 221 23 235 
237 238 239 240 241 : 
257 258 259 260 261 275 
279 281 295 
298 299 300 301 
321 335 
338 339 340 341 355 
358 359 360 3451 375 
378 379 380 381 395 
398 399 400 401 1 415 416 
418 419 420 421 435 436 


until Oct. 1, 1957 (July 1957) 











DITTO. Systems 


“Know-How” 








DITTO NATIONWIDE 


DITTO ACKNOWLEDGED DITTO SPECIALIZED SYSTEMS 
FORMS PRINTING SERVICE 


SUPPLIES LEADERSHIP OUPLICATING EQUIPMENT 




















Cuts Your Costs 4 Ways! 


There is a DITTO system to simplify and speed every phase of 
production from the requisitioning of materials and parts to the 
delivery of finished products to stores. And DITTO systems 
engineers, plus DITTO specialized systems duplicating equip- 
ment, coordinated duplicating paper and supplies, and custom- 
ized printed forms provide four opportunities to cut your costs 
and assure maximum benefits. With DITTO you can be confident 
that whatever is recommended will meet your precise systems 
duplicating needs. 





Get the full stery on DITTO systems savings and the place of DITTO Integrated Data 
Processing in today's business. Either write us direct or check with your local DITTO 
branch or dealer listed under “Duplicating Machines” in your classified directory. 


DITTO, Inc., 6876 N. McCormick Rd., Chicaco 45, Ill. 


DITTO of Canada Ltd., Toronto, Ontario 


For More Information Circle No. 235 





rything is in the drawers—letter trays, phone, wastebasket, etc. 


How to get a new outlook on work 


This ingenious desk eliminates top 


and drawer hodgepodge 


It’s remarkable how a clear desk top and orderly 
desk drawer interiors can give office people a fresh, 
new outlook on work. That's exactly what a Shaw- 
Walker ‘“‘Clutter-Proof’’ Desk does. 

The rewards are great — better work, faster, easier 
—and working space on desk top is nearly doubled 
How’s it done? Fully 75% of the things that drift 


around on tops of other desks have a specific place 


SHAW-\WALKER 


inside this ‘‘Clutter- Proof’’ desk. 

There are off-the-desk trays for 
incoming, outgoing and pending 
letters. Off-the-desk space for 
work-organizers, work-separators, 
deferred projects, tickler, binders, 
books, pads, forms, card lists. And—imagine this 
—there’s even an in-drawer wastebasket and pro- 
vision for in-drawer phone. 

This Shaw-Walker “‘Clutter-Proof’’ Desk has an 
unparalleled record for work efficiency and space 
economy in offices of every size. See it at our local 
dealer or branch store or write for ‘“‘Facts Folder” 
Shaw-Walker, Muskegon 14 , Michigan. 


clutter 


Larcest Exclusive Makers of Office Equipment 
Muskegon 14, Mich. Representatives Everywhere 











